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ABSTRACT 

Dcsveloped as a basic resource for Georgia school 
media personnel, this handbook dra^.?s together thr information most 
frequently needed by media professionals across he state^The 
information is drawn from a variety of sources a 'd^ in some 
instances^ abridged for ease of use or understanding. Areas covered 
include: (1) preparation and certification— including training 
programs in the region and certification application procedures, 
requirements, and objectives; (2) roles and responsibilities of the 
superintendent , system media contact person, media coordinator, 
curriculum cpprdinatbr, system. media committee, principal, school 
madia specialist, instruct tonal staff ^ building media committee, 
media paraprpf essional ^ media aide^ and community; (3) standards and 
policies of the Georgia Board of Education^ Georgia Accrediting 
Commission, Southern Association of Colleges and Schools, and the 
State Records Committee; j4) media resources and programs offered 
through state and regional agencies^ including educational television 
and video; (5) media facilities requirements and planning 
information; and (6) national and state professional media 
organizations. (MBS) 
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INTRODUCTION 



This handtook hjis been developed as a basic resource for Georgia school media personnel, drasino 
together the inrormatidn nnst frequently needed by media professionals across thPstate However 
general professional literature has been considered to be outside the scope of this publication' 
The information has been drawn fran a variety of sources and. in some instances, has been abridged 
^ t° footer understanding. Careful note should be made of original sources, if 

^ '^^"^^T ~"tact should be made with the originating agency or the full 

document shou.ld be obtained. Where needed, these are indicated at the end of each (focuient. 

A ^y of this handbook is being sent to all Georgia K-12 public schools to be placed in the media 

SS-i-ct LS!S°K- ""^'^y °^ ^^^^ t"^^" individual media 

specialist. Notebook binder format has been selected to allow for future updating 



Division of Instructional Media Services 

Office of Instructional Services 

Cfeorgia Itepartment of Edacatioh 

Charles HcDaniel 

State Superintendent of Schools 

1985 
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GOAL STATEMENT FOR GEORGIA'S SCHOOL MEDIA SERVICES 



In Georgia, coranitment to providing quality media programs is 
evidenced through seeking cooperatively planned, 
instructional ly related, unified media services that are 
developed at the local level, accessible to teachers and 
students^ and effectively managed by media professionals. 
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MEDIA SPECIALIST TRAINING PROGRAMS 
Approved by Georgia Bntrd of Education 
Effective January 1, i'MS 
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504 Cdliege Drive 

Albany, Georgia 31705 

Dr. €hmes Diinsofh^Dean 

GISI 341-4715, (912) 439-4715 or 4716 
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Armstrong State College 
11935 Abercorn St. Extension 
Savannah, Georgia 31419 
Hs. Patricia aaU 
GiST 369-5332, (912) 927-5332 


X 








Auburn University 
Auburn, Alabasna 36849 
Dr. Dan Wri^tit 

Director of Learning Resources Center 
(205) 826^422 
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Qfiory University 

Division of Library & Information Hanageiient 
Atlanta, Georgia 30322 
br. Venable Lawsori 
(404) 727-6840 
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X 
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Dr. Warren^lmiF 
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Dr. Kathy Davis 

GiST 324-5483, (912) 453^717 
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Georgia Southern Col lege 
Statesbbrp» Georgia 30458 
Dp^ Betfflett 
GIST 36;-5203. (912) 681-5203 
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©iprgia State University 

Am Urban Life Building 

University Pla?a 

Atlanta^ Georgia 30303 

Pr^^Qsal^fld^Niner 

GIST 223-2458, (404) 658-2458 



University of Georgia 

Ecfcjcational «|dia,and Librarianship 

Athens, Georgia 30601 

Dr. kent^stafseh 

GIST 241-MlO, (404) 542-3812 



X X 



West Georgia College 

School of Education 

Carrol Itbhi Georgia 30117 

Pp^-Gerard^Lentini 

GIST 232-1309, (404) 834-1309 



X X 



Valdbsta State College 

(toc^ratiye program with University of Georgia) 

School of Education 

Department of Secondary Education 

Valctosta, Georgia 31698 

Dr. Earl Swank 

GIST 343^5927, (912) 333-5927 
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APPLIGATldN PROCEDURES AND INFORMATION FOR CERTIFICATION 



APPLKATKW FOR CERT IF KATIO W BftSED OlMUmtEGE PLANNED PROGRAM 



To make application for the initial Georgia certificate or any supplementary certificate based on 
the cbnpletipn of a college approved ph3grafn» the following forms and records must be submitted to 
Teacher Certification Services in a complete package: 

1. The application DE Form 0070-B (Long Form) 

2. College Recomneridatiorii DE Form 0071, from each cdllep where a degree which was designed for 
the teaching profession or a teacher preparatibri program was earned. If the applicant currently 
holds a Georgia certificate, a DE Form 0071 needs to be submitted for programs completed since 
that certificate was issued. 

3. a. A complete legible transcript with approved seal and registrar's signature from each college 
attended. (Tte degree and the date that requirements were met must be in^cluded on transcripts 
from the i nsti tut i on (s) where a degree was earned.) If the applicant is currently holding a 
Georgia cert ifvicate, only transcripts from programs earned since the last Georgia certificate 
was issued iraJst be sutxtiitted. 

b. If nw^iremehts were cdnpleted at a non-^Georgia institution from which official transc^^ 
will hot be released directly to the applicant, please contact the Teacher Certification 
Services Office for DE Form 0190. ThU form states that a transcript will be sent directly to 
this office from the college arid must be signed by the registrar. DE Form 0190 can be submitted 
in your cdnplete package as a substitute for the transcript and we will hold your other 
materials until receipt of the transcript from the institution. 



APPLICATION TO ADD HEDIA SP£C4ftfctST^T0^Wi^EXISTING^ERTff ICftTE 

To make application for certi fiction after the completion of an evaluation by Teacher Certification 
Services, you must submit DE Form 0070^ (Long Form), a copy of the evaluation which you are 
completing and an official transcript for any outstanding course requirements. 



APPLICATION FOR NAME CHANG^ ^ DU P LICATE CERTIFICATE 

To request renewal, a name change, or duplicate copy of a valid certificate, the application DE Form 
0070-A (Short Form) must be submitted. 

Please remOTber that the local bb^rd of education approves the rental _credit of an existing 
certificate. Approval by your superintendent or the designated central office person will assure 
your renewal. 

DUE TO LIMITED SPACE IN THE TWIN TO^RS mLOING PLEASE ^^H^^^^^ 

TEACHER CERTIFICATIUS! OFFICE, TO MAKE AW /APPOINTMENT YCaj SHOULD CALL (404)656-2406 BETWEEN 1:00 AND 
4:30. 

Source: Teacher Certification Office, (Scorgia Departntent of Education. 
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MEDIA GERTIFIGATIGN REQUIREMENTS 

Designed to provide entry skills necessary to perform basic functions in 
operating a media program. 



Requirements: 40 media content hours 
Internship 

Teaching certificate 



S>5 MEDIA SPiCIAlIST 



Competencies: 



1 . Se 1 ect i on and u t i 1 i zat i on 

2. Design and production 

3. Technical processing 

A. Role, adini hi strati on and management of media services 

5 . Informat ion sources 

6. Ihternship in which competencies learned above are applied 
under supervision in a school media center 



Designed to provide skills in all areas necessary to manage a unified 
program. 



Requirements: 25 media content hours* 

Competencies: J. Advanced study of conpetencies required for S-4 

2. Leadership, supervision and comnunication skills 

3. Instructional design and development 

4. Automation and data processing 

*NOTE: A person who has not earned an S-4 needs 60 media content hours, an 
internship and a teaching cartificate. 



MEDIA SPECmiST 



Designed to provide skills in all areas necessary to coordinate a total 
program. 



Requirements: 25 media content hours and three years of acceptable 
experience in a school media center. 

Competencies: 1. Advanced study of competencies required for S-4 and S-5 

2. Supervision of media interns and personnel 

3. Advanced administration of media services 

4. Curriculum design 

5. Group dynamics 

6. Retrieval of inrormatioh 

7. Advanced production techniques 

8. Development of instruct ^:ona1 systems 

9. Collection development 

ID. Design of media programs and facilities 

S-7 MEDIA SPECIAtiST Designed to meet individual needs. 

1-5, L-6 or 1-7 DIRECTOR OF mPlA SERVICES 

Hay be added to any graduate medio certificate. Designed to provide skills 
in directing and supervising programs. 



Requirements: 15 hours of adninist ration^ and supervision, including a course 
specifically addressing media supervision, and three years 
acceptable school media experience. 



A 3-1 

11 



PREPARATION OF MEDIA SPECIALISTS AND DIRECTORS OF MEDIA SERVICES 

Approved August 1978 



The essential ruhctidh of the media specialist is to facilitate learhihs. To accoapAish this task^ 
media specialists work with teachers, acini histratdrs, parents, supervisors^ public librarians^ 
studehts» and confminity representatives and agencies. This iriteractipii requires understanding of 
human growth and devei(]|jmeht» the dynamics of human relations, and ah ability to work with others 'va 
the context of school living. It is es^htial that media specialists have ah uhderstanding of the 
patterhs in which teachers work with youth ih the different subject areas^^ foundations of learning 
(philosophy ahd psychdjdgy), ahd problems of curricuiar desigh. Increasingly inpdrtant to the media 
specialist is the inforiiBtibh explosion, especially as this affects the content of the school 
curriculum. Nedi a specialists need a catprehensive awareness of new developments in all curriculum 
areas. Basic to these functions are corrpetencies in planning, organizing and administering media 
services. 

Programs may be enveloped for the preparation of the Hedia Specialist at all levels (S-4> S-^, 
S"^?- T^'^^i'"??^or of Media Services endorsement may be added to any graduate certification ih 
itedia (bMS-5, b«S-^, DHS-?). Preparatory programs should reflect awareness of current practice and 
the reccmmendations of appropriate agencies and professional organizations. 



CRITERIA FOR GRADUATE PRCXi^^S 



FIF TH^^yEAR^^TOGRAMS 

1. Hihiinum requirerohts ih media cbnteht. The fifth-year program must include a mininMjm of 2S 
quarter hours of graduate preparation in media. This 25 quarter hours will not include hours 
taken ih internship. For those students who ehter at the graduate level without the S-4 
cei^^lf' i^t'on* the media content ahd internship imist total 60 quarter hours. The programs at 
the fifth-j/ear level nwst address all arias heeded to functibh in a unified program. Hpre 
specif ical ly» the media content Ih this program must include more advanced study to provide 
cdnpetehcies ih selection and use; desigh ahd prpductibn; technical process 1 ng ; the role, 
adnihistration and mahag^sment of media services; Information sources and services; interhship; 
leadership, supervision and communication skills; instructional design and devel(^xnent; 
automation and data processing. 



2. Fifteen (15) quarter hours of graduate professional education work applicable to the following 
areas: 

5 quarter hours dealing with the nature of the learner and principles of learning 



5 quarter hours of educational foundations to include historical, philosophical and 
sociological foundations 

5 quarter hours dealing with the methodology of educational research 
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1- Hiniimin requirements in media content; The progran must include a minimum of 45 quarter hours 
beSbrid the master's degree. Including a minjmom of 25 quarter hours ih media. The coifcihed 
fifth and sixth-year programs nwst include a minimum of 50 quarter hours of graduate pr^ratibh 
in media. Note that thi5 50 hours does not include the 5 quarter hour ihterhship. The program 
should ihf^lude cdipetencies in supervision of media interns and personnel; adnihistratibn of 
media services; curriculum design; group dynanics; retrieval of information; advanced pr<xluctiph 
techniques; (fevelc^^^^ of instructional systems; collection development; and design of media 
programs arid facilities. 

2. The sixth-year program^^^TO^^ project in which the student applies 
knowledge gained in course work to the school media program. 

3. Fifteen (15) quarter hours of graduate professional education courses applicable to the 
following areas: 

5 quarter hours dealing with the nature of the learrier and principles of learning 
5 quarter hours dealing with the purposes of the school or educational foundations 
5 quarter hours of advanced educational research methods or application of research 

4. Three years of acceptable experience in a school media center. 
SEVEHTH-YEAR PROGRAMS 

1. Proration at the seventh-year ^ provide for specialization. The student must 
caiplete the cbctorate in a planned progran from an institutibri accredited at this level by 
the regional accrediting agency. 

2. If an applicant is eligible for a sixth-year certificate, the D-7 certificate may be issued in 
the saro field or area when all of the following requirements have beeri met: 

a. Canpletion of an approved doctoral program from a regionally accredited graduate 
institutibn. (It is the institution's responsibility to plan the doctoral program in terms 
of the student's field of service and individual needs.) 

b. The reconrondation of the responsible official of the graduate iristitutibn verifying: 

that ^the applicant has co^leted successfully the institutibri's doctbral program in 
the field for which certification is requested. 

that the applicant has carpleted a prdgrdm which requires a research-based project or 
projects and that the individual h conpetence tb identify significant 

educational problems and to apply appropriate research procedures to solve these 
problems. 

3. Three years of acceptable school experience. 
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BlRECtOR OF WEbiA SERVICES (EWBORSaCNTj 

The Director of Hedia Services endbrsemerit certification may be added to any graduate media 
certificate when the fblldwing requlremehts have been met. 

1. Eligibility for any gracfcjate media specialist certificate. For those students who conrplete the 
undergraduate requirements before entering a graduate program, there may be up to 15 quarter 
hours of graduate electlves irtilch could be utilized to add the supplementary certification 
Director of Media Services. 

2. Fifteen charter hours of approved gradkiate credit In adnirii strati on and supervision courses 
vfhich shall Include a course In the adnnlnlstratlbn and supervision of media. Hone of these 
fifteen quarter hours may count as part of the media content In a graduate program* but may 
ds^ht as electlves. 

3. Three years of acceptable school media center experience. 



Source: Criteria for Approving teacher Educat1«3n Programs In Georgia Institutions . Georgia 
Department of Education, 1983. 




CONTENT OBJECTIVES FOR TGT IN MEDIA 



HAWUSEMENT AND OROftNIZATION 

1. Components and characteristics of school media prdgrains 

2. Philosophy and purposes of school rnedra programs 

3. Role of the school ccmnunity in planning media programs 

4. Tools and techniques fbr planning and evaluation 

5. Federal programs that influence school media programs 

6. Georgia state law pertaining to sctKX)l media programs 

7. State Board of Educatidh policies for media programs 

8. Certification requireniehts for school media specialists 

9. Profess ibhal standards for school and district media programs 

10. Factors involved in planning and maintaining a media center 

11. Procedures for the acquisition, storage, circulation, and inaihtehahce of materials and equipment 
12« Facilities for the storage, circulation, and maintenance of materials and equipment 

13. Hethods of classifying, cataloging and processing materials 

PERSQNm^DPttyiSTRWION 

1. Prdfessidnal reference sources and pericklicals 

2. Professional organizations 

3. Roles and responsibii i ties of media per 

4. Procedures for supervising, motivating, arid eyaluatirig 

5. Techniques for group dynamics, leadership, arid public relations 

6. NetKbds of schecfiJling, record-keeping^ budgeting, and rejx)rting 



TH<^TMIf!TYnil/f11?ftTfilt IW 



1. Characteristics of students V p^ merital, embtibnaU arid social development as related to 
planriirig media facilities arid activities 

2. Test i rig techriiques arid methods used to determine student characte'^i sties 

3. IriflUerices dri school curricujum 

4. curriculum developmerit arid planriirig processes 

5. Techriiques for maintaining professional awareness 

J. Needs assessment techniques 

2. Teaching techriiques 

3. ^idarice techriiques 

4. Characteristics of catalog systems arid indexes 

5. Techriiques for teaching use of irifbnnation sources, 

6. Characteristics and care of print materials, nonprint materials, and audiovisual equipment 

7. Georgia Department of Education services 
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STUDYt 



1. Techniques used to teach iredia skills and use reference sources 

2. Technicpjes used to teach study skills and map skilts 

3. Hedia production techniques 

4. Procedures used in selecting* evaluating, and acquiring media/equipment 

5. Professional terms 

6. Procedures for handling challenged nHteriajs_and gifts 

7. Fuhctidh and coiposition of school media cormittees 

SELECTION OF R ATERIALS 



1. Factors which influence the selection of materials (goals, needs, budgets) 

2. Selection criteria for materials and audiovisual equipnent 

3. Procedures for selecting, previewing, and evaluating materials/equipment 

4. Reviewing sources 

5. Available butH^f-schbbl resources 



Source: Sttld v Guid e #br TMC^iel^ C ertifica t.idft Test for Hedia Specialists . Georgia Teacher 
Certification and Testing Program, Georgia Department of Education, 1983. 
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MEDIA eOMMITTEES: AREA, SYSTEM AND SGflOOL 



AREA HEblA OOHMITTEES 

There are s^x Area Nedia Cdrrmittees. Hentiers are appointed by the State Superintendent of Schools 
to serve in an advisory capacity to the iSedrgia Department of Education. These groups are conpbsed 
of representatives of the following positions: superintendent, principal, inedla coordinator, media 
specialist, systOT inedla contact person, curriculum director, GLRS representative^ public library 
director and media educator. Length of appointment for these positions Is three years on a 
staggered schedule to provide committee continuity. Representatives from each of the state 
professional media organizations serve one year appointments. 

The primary objective of these acvisory ccmnittees is to examine educational media needs and to plan 
with the Department of Education for resources and activities which could address those needs to 
inprove instruction, regionally and statewide. Other objectives are to encourage and emphasize the 
need for regional leadership^ to strengthen the interrelationship of educators' roles as 
instructional media programs cohtiriue to develc^^ and to facilitate codpNeratlve efforts in making 
long-range, as well as more Irmiedlate plans. Activities directly attributable to Area Hedia 
Conmlttee action are: Roles 4n-He€t4^fr ogram D e v e4opment^ School and ComnuftHy . Outstanding Media 
Components (a catalog of locally-lderitifled ccnponents), Media Program Improvement Demonstration 
Project, and the 1/2" Video Cassette Reliability Testing Project. 



SYSTEM MEDIA COMMITTEES 

The Georgia Board of Education's IFA Policy requires that each school system have a process for 
identifying media cofTmittees at the systan level. These conmittees should be conposed of 
administrators, media specialists, teachers, students and corrmunity representatives. The media 
ccnmittee addresses systaii media concerns within the framework of existing policies and procedures, 
as well as develops the Instructional Media and Equipwient Policy and general procedures for its 
implementation. Corrmittee responsibilities also involve: (1) coordina'^ing the overall system media 
program; (2) assessing systemwide instructional materials needs and available media resources; (3) 
reconmending media program objectives and priorities; (4) evaluating current media services; (5) 
assisting in the implementation of the media program; (6) handling the process of reconsideration of 
materials; (7) fostering good public relations; and^ (8) maintaining a mechanism for contnuni station 
with building media committees. 



SCHOOL MEDIA COMMITTEES 

The Board policy also requires that a process be included for identifying media committees at each 
school to be composed of adninistrators^ media specialists, teachers, students, and corrmunity 
representatives, the makeup and functioning of the committee reflects the needs of each school. 
The comnit tees address building media concerns within the framework of the system's media policies 
giving building level detail to them. Building Media Corranittee responsibilities involve: (1} 
planning the school media program (which will vary from school to school^ as each school seeks to 
satisfy Its identified needs); (2) functioning as the first review for reconsideration of materials', 
C3} assessing the needed media resources as dictated by the Instructional program; (4) recooitiending 
media program objectives and priorities; (5) evaluating current media services; (6) ccrrplying with 
established system policies; (7) developing and recofrrhending individual school policy implemehtatioh 
procedures; (8) establishing and applying a decisionHnaking process for select1ng»^ acquiring and 
weeding media within system policies; (9) fostering good public relations; and, (10) maintaining 
comminicatlon between the school, community, and other agencies. 
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SYSTEMS INCLUDED IN EACH OF THE SIX AREA GGMMITTEES 



Area I (Districts 14 & l5j 



Area 11 H(QtsirtetSr^ , 17. S IE) 



Appling 

Bryan 

Ba|loch 

Camden 

Candler 

Chatham 

Effingham 

Evans 

Glynn 



3eff Davis 

tiberty 

tong 

Mcintosh 
Tattnal 1 
Toonbs 

Vidalia City 
Wayne 



Atkinson 

Bacon 

Baker 

Ben Hi 1 1 

Berrien 

Brantley 

BroDks 

Calhoun 

Charl ton 

Clinch 

Coffee 

Colquitt 



Cook 

Decatur 

Dougherty 

Early 

Echols 

Fitzgerald City 

Grady 

Irwin 

Lanier 

Lee 

LoNndes 
Miller 



Mitchell 

Pel ham City 

Pierce 

Seminole 

Terrell 

Thomas 

Thomasville City 

Tift 

Turner 

Valdosta City 
Ware 

Waycross City 
Worth 



Area III (Districts 6. 7. 1l, & 12) Area IV (District 4) 



Americas City 


Henry 


Schley 


Atlanta City 


Butts 


Hogansville City 


Spalding 


Buford City 


Carroll 


taGrange City 


Stewart 


Clayton 


Carrol Hon City 


tamar 


Sumter 


Cobb 


Chattahoochee 


Macon 


Talbot 


Decatur City 


Clay 


Marion 


Taylor 


Dekalb 


Coweta 


Meriwether 


Thomaston City 


Douglas 


Crisp 


Muscogee 


Troup 


Fulton 


Dooly 


Newton 


Upson 


Gwi nnett 


Fayette 


Pike 


Webster 


Marietta City 


Harris 


Cjuitman 


West Point City 


Rockdale 


Heard 


Randolph 







Area V (Districts 1, 2. 3. & 5) Area VI (Districts 8. 9, 10. & 13) 



Banks 


Floyd 


Oconee 


Balci^in 


Jefferson 


Screven 


Barrow 


Forsyth 


Oglethorpe 


Bibb 


Jenkins 


Taliaferro 


Bartow 


Franklin 


Paulding 


Bleckley 


Johnson 


Telfair 


Bremen City 


Gatnesvi lie 
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PREFACE 



Educational roles are always interrelated and conplementary: Effective media progrs^ development 
^?_*P^"^"^ ^" these characteristics. Through cooperative efforts of educators, students, parents, 
and the caminity, the rrost effective and relevant rnedja programs can be developed. In this effort, 
adkninistrators who clearly state expectations for the media program can provide the leadership 
needed for innovative development. Curriculum and instructional personnel who explicitly define 
student outcomes can establish a basis for optimum use of media. Media personnel with professional 
expertise can organize for appropriate selection, effective utilization, efficient organization, and 
open access to resources and facilities. Nent^ers of the camiunity can contribute to the planning 
process by helping to shape the prograsn according to comnunity characteristics and by Vnterpretihg 
the media program to others. The interrelationships necessary for successful program development 
are apparent through the descriptions in this publication. Each role has unique responsibilities 
and it requires contribution from all for adequate development. 

In this revised edition, the foil wing positions are included: superintendent, principal, system 

media contact person, jredi a coordinator , nedia specialist, curriculum coordihatdr, instructional 
staff, system media coniiiittee, building media ccmnittee, media aide, media paraprofessidnal , and 
comnanity^ As you use this publication you will notice that some responsibilities are repeated in 
several roles, such as the statement, "interprets the media program to the cuimunity". That 
particular statement appears as a responsibility for tne superintendent, principal, media 
coordinator, and n^dia j>pecialist^ This is not intended to create an "everyone responsible--no one 
acting" situation, but rather to stress the interrelationship of roles. 



These descriptions are not intended to be used as evaluative tools, but rather to prescribe 
appropriate activities. It is beMeved that this ctociJ!ieht will be Useful to: (1) individuals 
wanting to examine their particular role in the develbpiniht of a media program which is ihtegrated 
with the instruct tonal program, (2) a<jhii hist ratbrs seeking to hire coipetent eniployees (3) 
educators trying to identify staff development needs, (4) local board mentiers wanting to Understand 
the complexities of media program develc^oeht, (5) medic specialists defining job expectations, 
(6) media coninittee mefTt>ers seeking orientation to t?';eir new role, and (7) college faculties 
adapting traihihg programs to meet today's heeds. 

Roles^ in Med 4^- Prbqram D evelopments — Scho&l-^tn^^eBwiw represents the collective ideas of past 
and present Area Media Cdnmittee ment>ers. The cdmmittee members who served during the 1980-81 and 
1981-82 school years were the first to see such a document as essential in extending media program 
development, subsequent conmittees have reacted to drafts as revisions of the document have been 
prepared. 
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DEFINITIONS 



Hedfa 

The print and audiovisual _raterUls and^equjpinent of the instructidhal process. 

Instructional media incorporates hardbound books^ softiwond books, magazines, newspapers; 

duplicating equipment and materials; lix)ratory equipment and materials; audiovisual equipment arid 
matoru\>1s Caudio and vidro recordingsi transparencies, and filrns); microcaiputer 

hardware and software; instructional television; conprehensive learning systems (ney include a 
variety of equipinent and materials); self-!nstruct!ona1 materials; teacher-^nade materials, and any 
other materials and equipment that can be utfUzed \n the delWery of instruction. 

Par aprofess i onal 

As defined In the Quality Basic E&cation Act (1965)^ •'paraprofessional means a person who may have 
less than professional -level certificatibn who relates in role andjn function to a professional arid 
who does a pbrjtibn of 'che professiohalJs job or tasks under the supervision of a professional arid 
who has some decisio/i-making authority, limited and regulated by his relationship with the 
professional". 

Conmanity 

Parents and other individuals^ business and industry, organizations and agencies inpacting and 
impacted by the educational program. 
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THE ROLE OF THE SUPERINTENDENT 

The suj>erinten(fent's leadership is the primary force in establishing effective and efficient media 
progiams. In ttiis role the superihtehdeht 

establishes expectations for the media program nind media personnel; 

- assigns res[x)r.sibility for the development/revision of the local instructional media and 
equipment (IH&E) jx>1icy and procecliures; 

presents the IH4E policy/procedures to the local board for approval; 

interprets state media policies; 

interprets and iRvplements standards related to niedid; 

budgets adequately for school media services and opiratibn of media centers; 

facilitates recruitment and employment of 'qualified, certified media personnel and licensed 
paraprbf ess i onal s ; 

provides for media facilities improvement; 

encourages principals to promote instructional ly-related media servicer.; 
provides guidelines to principals for* media program and personnel evaluation; 
appoints the systemwide media connittoe; 

serves or designates a representative to serve oh the systenwide media convnittee; 
apf>oints a System Nedia Contact Person; 

appoints media professionals to curriculum and textbook selection committees; 

interprets the goals and activities of the systemwide media program to the comrajnity; 

encourages implementation of hew techholbgical developments within the educational process; 

facilitates staff development opportunities for alt local educators to irrprove their 
knowledge and skill in utilizing technological developments; 

acts for the local board* as requested, in matters dealing with conpliance with the federal 
copyright law. 
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THE ROLE OF THE SYSTEM MEDIA GONTAGT PERSON 



the sysiein media contact person (SHCP) U designated by each local saperintendent on an annaal 
basis to serve as liaison between the local education agency and the Georgia Department of 
Education. In systems Where a media coordinator is emplbyed, that person usually assumes these 
responsibilities. In many (G^eorgta school systems SHCPs fill another role in the system such as 
curriculun director or school media specialist. The system media contact person 

assists with the organization of media committees at the building level; 

distributes other media-related information or materials io all schools and/or appropriate 
personnel in the system; 

chairs the systemwide media committee; 

distributes the Division of Instructional Media Services' monthly newsletter ( Media Memo ) to 
school media specialists; 

assists media caimittees in developing or r evi sing local instructional media and equipment 
jx>licy, defining media goals and developing comprehensive media plans; 

directs the completion of the biennial Instructional Resources Survey and compiles and 
submits the systemwide rept rt; 



coordinates the annual order for instructional television schedule books and teacher manuals; 
coordinates use of and requests for duplication of state-provided video and audio resources; 



assists local personnel in planning for participation in video teleconferences; 

- n^l^tains awareness of copyright provisions and furnishes related information to system 
personnel; 

attends the annual statewide conference for system media contact persons; 

senses as or cooperates with the system's technology contact person in 'unplementation of 
instructional technological innovations or inprovements; 

encourages utilization of technology in media center management; 



coordinates system participation in previewing^ screening and evaluating of instructional 
materials. 
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THE ROLE QF THE MEDIA COORDINATOR 



THe media cbbrdlnatbr js usually a systemwide administrator is cphcerhed with all aspects of 
tlie iiedia pfdgran and media services in every school. Successful coordiiiutors must be knowledgeable 
p3i)fessibnals» good cornnunicators. careful planners* and skillful motivators. In this role» the 
nedia coordinator 

cbbrdihates the deyelopmRot of tho instructional materials and equipment policy and 
itiplementatibh procedures; 

assumes responsibility for the inplanentatibn of media standards; 

develops and adiiinisters systemwide media services; 

ifevelops and administers the budget for media programs; 

seeks adequate funding for system ide media services; 

cbordinates immediate and long range planning for media services; 

serves oh or chairs the systemwide media comhittee; 

plans and provides staff develojament activities for media personnel; 

assists principals in selecting qualified media personnel and in establishing personnel 
assessment criteria; 

oxisults with school media personnel; 

serves as media liaison between the system and the Georgia Department of Educeiion; 

consults with adninistrative, instructional and media personnel in media program develc^xnent,. 
facilities design and personnel training; 

- evaluates systemwide media programs and assists with the evaluation of building media 
programs: 

- coordinates the selection of media based oh the needs of the instructional program; 
siE^lects and secures materials appropriate for system-level collections; 
motivates media personnel to incorporate innovations and implement new technologies; 
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cbbrdihaies distributlm of me<lia-ne'1McMi irifbnhation or materials from various sources to 
ail schools and d4)prbpriate personnel in the system; 

insures accessibility to copyright ihformaitioh for all system personnel; 

provides assistance to building media cdiimittees; 

interprets the media program to the caimunity and system personnel; 

maintains current awareness of media-related research and technological developments; 

encourages networking within the local system or with other systems; 

encourages cooperative activities with other information and educational agencies; 

provides statistical information about the media program; 

participates in professional media and educational organizations; 

cdnnuhicates purchasing options for software and hardware to system personnel; 

encourages and assists with incorporating computer technology in management of building and 
system media prbgranns; 

provides assistance in integrating media skills instruction into classroom activities; 

guides media specialists in requesting, training, supervising, and evaluating 
paraprofessionals or aides; 

assists in planning for renovation or new construction of media facilities, assuring 
compliance with state guidelines. 
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THE ROLE OF 1HE CURRICULUM COORDINATOR 

(Curriculom Director, Director of Instraction, etc.) 

Since a primary purpose of the nedia Pi^ogran i s to sapport ajid enrich the instractional program, 
the curriculum director can insure nHXiman benefU Js Qained from media services. Structuring 
processes that result in cocperatWe curriculum ^velopment and revision, correlation of media 
reMJiirces with currurulom objectives and encouragement teachers in planning with media 
speciaHsts for classroom instruction are all critical to effective instructional/media interface. 
In fulfilling this role, the curriculum director 

promotes effective use of media and technology in curriculum implementation at the system and 
building levels; 



organizes process to correlate the system's curriculum objectives with available media; 

assists the system n»dia ccsrmittee and the building-level media committees in identifying 
resources for specific content areas; 

encourages .media-related staff development opportunities for instructional staff; 

provides \vput to the selection of media based on the needs of the instructional progr^ and 
the individual users; 

- encourages the use of technology in meeting curricular needs and providing individualized 
instruction; 

- serves on the systenwide media committee; 

- consults with other personnel in media program development, resource utilization and 
faci lities design; 

- assists in the evaluation and utilization of instructional media in relation to the 
systemwide curriculum; 



enccxirages use of relevant media resources coordinated with instructional objectives and 
teaching strategies; 

- promotes the integration of media skills ihstructibh with classroom instruction; 
interprets the relationship of media and the curriculum to the cdmnUhity; 
encourages cooperation between media specialists and classroom teachers. 
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THE ROLE OF THE SYSTEM MEDIA COMMITTEE 



the Georgia Board of Education requires "...a process for identifying media coiSittees, at th 
system and school levels, conposed of adnihistratbrs, media specialists^ teachers, students ah 
cdnmihity representatives...". This comnitteei appointed by the local superintendent, bases it 
actions oh the system's established curriculum and educational goals and objectives, it function 
in ah advisory capacity to the superihtendent and through that position to the local board o 
education, as well as to the building-level committees. In its role, this conmittee 

recommends local media policies and implementation procedures based on state policies an< 
standards; 

evaluates media policies and procedures periodically and recaranends revisions as needed; 
analyzes instructional goals and establishes related media program objectives and priorities; 
analyzes applicable state and regional standards to determine program guidelines; 
assesses systemwide media program needs, availability of resources and adequacy of personnel; 
reviews priorities for media budget proposal and reconmends budget allocations; 
suggests inmediate and long range media program development activities; 
establishes procedures relating to the selection and evaluation of media; 
considers objections to materials or media center procedures; 

plans for new technology to be incorporated into the media and instructional programs; 
recommends procedures to increase copyright compliance; 

responds through established procedures to formal complaints regarding challenged materials; 

cooperates in identifying media and technology-related staff development needs and seeks 
opportunities to address those needs; 

encourages cooperative planning between adnini strati ve, instructional and media personnel; 
establishes procedures to insure accessibility to all types of traditional and newer media; 
establishes and maintains cooperation with other local agencies; 
conniunicates media-related information to schools and the conmanity; 
evaluates systemwide media services and recomnends modification as appropriate. 
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THE ROLE OF THE PRINCIPAL 

The pHncipal. as the instructional leader of the school. facrlvtMes^the prwess througJ_.^h 
instraciional^nd media persWinel cooperatively plan and implement the educational program to meet 
learner needs. This process confines the media and instructional programs as the school coimunity 
moves toward comnon goals. In this role, the principal 

- assures inplemenUtion of state and system policies and procedures; 

- reviews boil ding-level media policies and procedures; 

- encourages teachers to incorporate media services into the instructional program; 

- interprets the building media program to the superintendent, parents and the lay community; 

- recomnends qualified, service-oriented media personnel for employment; 

- provides opportunities to personnel to continue pirofessional growth; 

- allocates didequaite funds for instructional resources and equipment; 
_ ^fers with the media coordinator in evaluating the media program; 

- establishes a working relationship with the media coordinator where applicable; 

- appoints the building media committee; 

- meets regularly with the building media comnittee; 

- encourages open scheduling for the media center in order to provide student access at time of 
heed; 

- provides time for. and encourages, teacher/media specialist planning; 

- supports use of and provides paraprofessionals to assume routine, essential media services 
tfhen available; 

- encourages professional staff to be involved in the selection of new media and technology; 

- supports and encouraiges innovative strategies and the incorporation of new technology into 
teaching and learning activities; 

- evaluates media personnel by clearly established and relevant criteria; 

- promotes cooperation with other informational agencies such as public libraries, GLRS 
Centers, etc.; 

- assists in planning media facilities development and/or adaptations; 

- maintains awareness of media program goals, needs, and outcomes through regular conferences 
with media personnel. 
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THE ROLE OF THE SCHOOL MEDIA SPECIALIST 



The ipedU specialist as a mefi4>er of the instractional team, planning with the 

adnihistratbr and teachers to identify* select and provide the best resources to meet learner 
needs. The n^ia specialist must insure a unified media pr^ram which \s effectively managed, 
instructional ly-related and accessible to all. In this role, the media specialist 

cmrdihates the building media committee; 

implements media policies and standards by: 

reconnending building media policies and implementation procedures in line with system 
jx>licies and procedures; 

planning the school m&dia program with guidance from the building media comnittee; 
participates in curriculum development and inplementation by: 
serving on curriculum and textbook conmittees; 

assisting teachers in designing and developing instructional materials; 

rec^nrehding niedVa and technology based on iho needs of the instructional program and the 
individual users; 

planning with the instructional staff to integrate media skills instruction with classroom 
content; 

producing locally t^esigned materials for, and with, students and instructional staff; 

- manages and insures accessibility to media resources, equipment, and facilities by: 

selecting media based on the unique needs of the instructional program and the individual 
users; 

cbordihating the acquisition, processing, organization, circulation, maintenance and 
inventory of resources; 

ihcbrpbrating teghhology into media management functions jn order to minimize time 
required for routine activities and insure maximum access to resources; 

evaluating media services with adnini strati ve and instructional staff and modifying as 
appropriate; 

informing users of media center services and resources; 

- creates and fosters a climate that motivates effective utilization of media facilities, 
resources, and services; 
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maintains warehess of hM develops in technology and provides relevant information to 
teachers and administrators by: 

planning and providing media and technology-related staff development activities for 
teachers; 

inplemehting and evaluating the utilization of instructional innovations and related 
educational technology; 

assisting students and teachers in using new technologies; 
seeks opportunities to increase professional skills through: 

reading, study^ and staff development activities; 

participating in professional media and educational organizations; 
connunicates and coordinates media program and services by: 



informing the principal, on a regular basis, about media program objectives, needs and 
outcomes; 

assisting the media coordinator or system media contact person in planning systemwide 
program development; 

conferring with the media coordinator or system media contact person in planning the 
building media program; 

developing media budget proposals based on recdmniehdations of the building media coimittee; 
interpreting the media p^ogr^^1 to students, faculty^ administration and the comnunity; 
cooperating with other information and education agencies; 

providing access to resources available through other local agencies or individuals by 
maintaining a cdmnuhity resource file; 

assists in selection of media center paraprofessiohals or aides; 

adheres to federal copyright law/guidelines and system policy by: 

planning procedures with media convnittee and Informing school comnuhity; 

providing nbh-state supplied instructional materials in accord with the federal copyright 
law/guidelines and the system policy; 

erasing state--provided video programs as directed by biyision of Instructional Media 
Services; erasing other programs in accord with copyright guidelines for off^ir recording; 

coordinating copyright clearance, when requested and avai lable, wHh the person designated 
in the systems' instructional media and equipment policy. 
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THE ROLE OF THE INSTRUCTIONAL STAFF 



The instructional staff is responsible for planning learning activities and evaluatihg student 
progress, since media is an integral part of any learning activity, it is intportant for teaching; 
staff to stay abreast of available resources and effective utilization techniques. The 
instructional staff 

- correlates media with established learning and test objectives; 

~ integrates media into every content area; 

~ promotes continuous V purposeful use of media resources and services 1^ classes, individuals 
and small groups; 

demonstrates an active interest in recommending materials, particularly those related to 
subject expertise; 

demonstrates creative use of a variety of media and technology in classrocm instruction; 

P^?"?_?ctiwities to develop intelligent users of information sources and critical readers, 
viewers and listeners; 



varies leaching strategies and materials to accomodate different ability levels and learning 
styles; 

identifies the need for student instruction in media research/reference skills and integrates 
these skills into assignments within specific content areas; 

- serves on the building media connittee when appointed; 

plans with the media specialist in developing class activities and designing, producing 
instructional materials; 



demonstrates effective operation and utilization of instructional equipment; 

seeks opportunities for professional growth in the use of instructional media; 

- identifies the need for student instruction in itedia prcKlkiction, infdnnation retrieval , and 
technology utilization skills and incorporates them into content instruction; 



- cooperates with the media specialist to maintain desired student behavior in the media center; 

encourages students to expand inquiry techniques and to seek alternative methods of obtaining 
and reporting information. 
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THE ROLE OF THE BUILDING MEDIA GOMMITTEE 

The buildina media conmittee addresses media concerns at the school level and provides input to 
the system media carmittee. Meirbers of this conmittee should include an acini hi strator, a media 
specialist, and representatives for teachers, students, and the cdnffiuriity. Since the rble and 
structure of each committee is defined by learner needs and the school's instructional program 
conmittee composition may differ from school to school, even wHhin the same system. The building 
comni ttiee 

- develops procedures for inplefS^Hting the system^s instructibhal media and equipment policy; 

- analyzes instructional goals at the system and building levels; 

- establishes media program objectives and priorities based on instructional goals; 

- devclq>s Jjnnedlate and long range plans for the media program; 

- recommends priorities for media budget proposal; 

- participates in evaluating and modifying media services; 

" assesses available media resources as related to instructional needs; 
recommends niedia policy revisions; 

- establishes procedures for the participation of the total school community in media selection; 

- reccwnmends procedures that insure accessibility to media services for all; 

- encourages cooperative planning among aSnini strati ve. instructional and media personnel; 

- responds to formal challenges regard'ng materials used in the school through an established 
prdcodure; 

recommends procedures to increase copyright conpliance; 

- assists in identifying, and planning media or technology-re iated staff development activities; 

- provides information to the school and coinanity about available resources and services; 

- reconinends procedures for establishing and maintaining cooperation with other agencies. i,e 
public library; a . » 

- recommends applications of technology for inclusion in the media and instructional programs. 
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THE ROLE OF THE MEDIA PARAPROFESSIONAL 



In. the media prbgram, paraprofessidhals assome responsibilities desi^^^^ by the media specialists 
whVch assure smooth media center operation and services whjle enabling the media specialist to 
devote nwre time to professional services activHies such as planning with teachers for maximum 
utilization of resources in instruction or incorporating information skill instruction into course 
content. In this ro1e» the media paraprofessional 

assumes responsibi J ity for operat of the media center and supervision of students in the 
approved absence of the media specialist; 

operates and maintains media-related equipment; 

assists in training volunteers; 

assists in producing, mounting and laminating materials; 
assists students and staff in utilizing and operating equipment; 

supervi^s small groups of students in retrieving materials, finding information or other 
activities; 

repairs print and nonprint materials; 

processes materials according to established procedures; 

explains location and arrangement of resources to students and staff; 

assists students and staff in use of the catalog to the center's resources; 

prepares reports as directed; 

prepares and assetrbles materials for classroom use; 
assists in borrowing materials from other collections; 
prepares displays and bibliographies from preselected items 
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THE ROLE OF THE MEDIA AIDE 



__As_1efined in the Quaht^ Act (1W5), "aide means a perr>bri i*b may have less than 

professional training and no incfependent actions and has ho decisicm-mak'.ng authority. but 

perforns rcNitine ^sic^^ certificated personnel". In the media program^ aides 

perfonn routine tasks lihich are ess^^^ and maintenance of media centers^ as directed 

by the media specialist. In this role, the media aide 

- types and processes correspondence, reports* orders^ circulation and catalog cards; 

- operates the circulation system and conpiles circulaxioh records; 
files catalog cards, vertical file material » and order cards; 
Assists in inventorying materials and equipment; 

- assists in all phases of materials processing; 

reshclves and maintains correct order of returned materials; 

- prepares current periodicals for shelving and maintains collection of back-dated issues; 

- assists in maintaining an orderly, neat, and attractive atmosphere in the inedia center; 
assists students in locating references and operating instructional equipment; 
assists in preparing and maintaining media center displays; 

- operates microcomputers and othe-* business or production equipment as needed in media center 
adnini strati on. 
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THE ROLE OF THE COMMUNITY 



The cojiTOunrty js^<^^^ individuals, cultural and infonnational agencies, 

organizations^ busihess.^^^a Since the comnuhity is the environment in which the "student 

interacts, it has a unique role in the edurational process. CoitnuriHy use- cf school resources and 
schdbt^ use of coff. to both the coninuhity and school. Involving 

cdrfinui^Uy members in planned and coordinated volunteer activities contributes to achievement of 
instructional objectives and educational enrichment. In its role, the camiunity 

- stinwlates awareness of available media resources and services through existing informational 
channels; 

- provides assistance in planning Tor the use of media in development of student skills 
necessary for employment in the ccmminity; 

- provides constituents for appointinent to media planning coimiittees; 
influences media-related legislation and funding; 

- promotes positive attitudes toward the utilization of a variety of resources in the 
educational process; 



provides information and services, i.e.. resource speakers, field trip sites; 
encourages cooperative activities among conmunity agencies; 

provides pertinent infonnaticm on that can enhance the 

teaching/learning process and management techniques in the school system. 



Source: Roles in^Media Program bevelooment: School and CdntnUhUv . rev, ed.^ Division of 

Instructional Nedia Services. Office of Instructional Services^ Department of Education. 
1985. 



37 



Standards and Policies 



38 

o 

ERIC 



STANDARDS FOR SCHOOL MEDIA 



In G^rgia, tHe three groups r^sponsVbie^^^^^ 

the Georgia Board of Education (G^), Georgia Accrediting Comnission J^j and Soathern Association 
of Colleges and Schools (SACS). State Board standards are required of all schools, but schools 
elect to apply GAC andAor SACS standards. 



For this hah<|)opl(^ media-re^ standards have been excerpted and edited from standards docuttents 
that are published by the three accrediting agencies. This has been done to promote ease-of-use. 
The nunfbers by the standards are the nunters which appear in the original documents. 



The original dbcurhents also contain standards which relate to the total school prdgr6.n and which 
often relate to the media program. It is valuable for media specialists to be knowledgeabje about 
these other standards but space restrictions have prevented including them here. To review them, 
ask the school principal to obtain a copy of the complete standards docunent. 
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GEORGIA BOARD OF EDUCATION 



standards for Georgia Pt^l^c Schools is issaed annually by the State Board of Education. These 
standards are developed in conpliahce with state law which requires that the Board establish 
standards for public schools. They are applied annually between (fctbber 1 and Decentoer 31 by 
mentoers of the professional staff of the Department. Media specialists who wish to sug^st new 
inedia stantfards or revisions for existing standards may secure a form for that process from the 
Division of Instructional Hedia Services or the Public School Standards Administrator. See the 
Pertinent Addresses section in this Handbook for an address. 

S ystem 4evel Standards 

36. The local toard of education, under the leadership of the superintend^^ developed, 

adopted aid maintains *^or* thH school system codified policies, including rules and 
regulations, which are contained in a written or printed handbook. 

In terpretat i on ' The ixili i: i es i nc 1 ude statements re 1 ated to the f o1 1 ow i ng . . . sel ec t i on , 
procurement anij use of instructional materials and equipment, as well as copyright conpliance 
and media coomittee establishment. 

39. The school systOT has a policy ifiich specifies the procedures for the annual evaluation of all 
certified teaching and school service personnel. 

Interpretation: All professionaHy^^^ and service personnel in the system 

must be evaluated annually for performance ^raisal and professional development purposes. 
The policy must specify the procedure for informing personnel oh what basis the evaluation 
will be made, who tte evaluator(s)^ wi1[ and how they will be trained to conduct the 
evaluation instninents(s)» and a means of evaluating the results, this annual evaluation 
process has been conpleted prior to the issuance of contracts for the ensuing school year. 

A}. The school system has a staff ^velopnent plan which provides opportunities for all certified 
teachers, administrators (except elected superintendents), supervisors and student services 
support personnel to inprove in those conjwtency areas identified as needs during the 
evaluation process. 

Interprel^ti on: Local schw not required by Georgia Board of Education policy to 

submit local staff development plans to the Georgia Department of Education for approval 
unless they are requesting state staff development funds. For standards purposes, a staff 
devolopnent plan is a written plan that has received local board of education approval and 
does not necessarily involve state staff development funds. All personnel need not be 
involved each year. 

42. Ihe system has developed and inplemented a records retention program and is following that 
program. 



Ihterpretatidh: The Georgia Records Act of 1972, as anendted, sets the policy and procedure to 
implement a Records ^fanagement Program. Section II the act extends this authority to local 
school systans for the purpose of ©st^lishing and inplementing records retention schedules 
which prescribe where and in _ what form a record must be kept snd when a record may be 
destroyed. Such retention schedules,^ ^y t^^e State Records earmittee, have the 

same force and effect as law and relieve a public official from any liability. 

AA. The system maintains an annual inventory of all equipment having an estimated useful life of 
more than one year having a unit cost of $300 or more. 
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51. TKe system has a systematic method of assessing ahd revising all curriculum guides. 

Ihterpretatidn: The plan and procedures for assessing and revising the written description of 
the ihstructionai program (curriculum guides) should indicate how often this assessment will 
be conducted. 



103. Each principal maintains adequate records of all funds collected .md nwkes a corrplete 
financial report to the supper ihtendent quarterly, accounting for all receipts and expenditures 
and giving a complete annual inventory of school- and system-owned property. 

rriterpretatibh: Georgia Law 20-2-962 requires each principal to make quarterly retorts to the 
local board of education account ihg for all receipts and expenditures of school funds during 
the preceding quarter. A conplete piiDperty inventory listing for the preceding fiscal year 
must also be oh file in the superintendent's office. 

158. A systenwide handbook setting forth pertinent system philosophy, purposes and policies is 
available in the media center arid in the principal's office to each professional staff member 
and/or any other interested party. 

160. The school has a ntedia center which is accessible to individual students and groups throughout 
each day of the scfK)bl year. 

Interpretatibri: N/A for kiridergarteri centers. Elementary schools with fewer than 400 
students may arisWer yes to this staridard if the media center is open throughout the school day 
even though a media specialist is enplc^ed for only one-half time. 

.161. The school has a full-time, certified media specialist. 

Interpretation: K/A for kindergarten centers. Elementary schools with fewer than 400 
students may answer yes if they have a certified media specialist on at least a one-half time 
basis. 

162. All schf>ol owned print and nonprint media and equipment, except basic textbooks, are organized 
arid made assailable for use trirbugh the media center to individuals arid to classrooms. 

Iriterpretatiori: N/A for kindergarten centers. All books (except textbooks) and nonprint 
media must be orgariized arid made available for u^ through the media center. The equipment 
referred to in the standard is iristructibnal equijsmerit necessary in order to use related 
iristructiorial materials of all types^ including computers arid related accessories. Exceptions 
to the staridard include either items purchased with categorical funds (i.e. Chapter I and 
Special Educatibri...) which are designated for use only by students for whom the funds were 
appropriated^ arid those materials and pi«(:«s of equipment useful only in one specific 
in''tr\icliorial content area (i.e. sewing machines, typewriters, carpentry tools, etc.). 

163. All teachers using instructional television use the appropriate schedules and manuals 
accompanying the televised course of study. Such manuals are available to each individual 
teacher or in the media center. 

170. All instructional programs are housed in locations in which they are neither disrupted by nor 
disruptive to other instructional areas. 
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171. All iristfuctidnal service and support areas met appilcable standards at the time of 
constnja ion of the school. 

interpretation: N/A if buildings or classrooms were constructed after i952 but before Oiily 1 
1981; Bui 1 dings occupied and/br used by students which were constructed after 1952 but befor^ 
3uly 1, 1981. without Georgia ptepartment of Education approved plans may be in qonpiiance with 
this standard provided (1) there is an appropriate occupancy permit from the state fire 
marshal! 's office for such building; «2) any future renovatiuns or modification to such 
buildings andAor classrooms result in the entire structure being brought into compliance with 
the standard; and (3) plans and specifications for the existing facility are on file with the 
State Superintendent of Schools. 

MA. Students with special physical needs have access to an outside entrance, the school cafeteria 
media center, office and restroom facilities and all sctwol programs. 

180. There is a planned program of maintenance for the school to ensure that instructional 
equipment operates properly. 



Source: Standards For GebroiaHHiblic Schools . 19B5. 
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GEORGIA ACCREDITING COMMISSION 



The Georgia AccredHing Caimissiori is an independent association of educators. Meni>ership is open 
to qaalifying public and honpubric schools, kindergarten throagh high school. A board of directprs 
corposed of both public and nonpublic educators is elected by a vote of the merri^er ^chools. The 
Board prescribes procedures, jxjlicies, classification, fees and standards for accreditation. 

Standards for kindergarten 

1-6. A kindergarten must have a constantly growing collection of materials suitable for use in a 
sound instructional program. 

V-K At least $5.00 per student must be spent for books and instructional materials, 
sta ndard for Elementary School and Junior HiqH>^i^l^^hQO^^ 

I-IO An elementary school (junior hish/middle school) media center nwst have a constantly growing 
collection with a minimun of 10 books per student and other nBtsrials suit^le for use in a 
sound instructional prbgran. The brgahization of the media oenter collection^ a^ the sqhck>l 
schedule must facilitate maximum use by pupils during all school hours. Affiliation with a 
public or traveling library service is considered a highly valuable adjunct to the school 
library, but is not acceptable toward satisfying this standard. 

Standard for Senior High Schools 

1-12 A high school media center must have a consistently growing collection with a minimum of 10 
books per student and other materials suitable for use in a sound instructional program. 
The organization of the media center collection and the school schedule must facilitate 
maximum use by pupils during all school h<xirs. Affiliation with a public or traveling 
library service is considered a highly valuable adjunct to the school library, but is not 
acceptable toward satisfying this standard. 
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Hedia Specialist Qoal if icat ions/Assignments* 



The qaalificatibn and assignments of the media specialist will conform to the following provisions: 

Enrollment Qualifirations Time in Hedi3M:eliter 

A minimum of: A minimum of: 

MP to 250 20 quarter hoars One-half day 

251-375 2b quarter hours Full time 

376-750 25 quarter hours Full time with hajf-time cleric 

751-1,660 Media Specialist Full time with full-time clerk 
(C^t,M,S, or M S- 
Certificate) 

1,666 and above ftedia Specialist Full time with full-time clerk 

^^-^i'*'^- ^""^-S, and one associate media 

Cer t i f i cate) spec i a 1 i st 

An elerontary school that is a division of a caii>iriatioh school will have media service allocated or 
the basis of the total enrollment of the coni>ination school and according to the high school 
standard. 

*(As required by Standard 11-4 for elementary schools. Standard HI-4 for junior high/middle 
schools, and Standard Iii-6 for senior high schools.) 

Standards for Elementary/Hiddle School 

lV-17, Book storage and storage rooms are clear of litter, 

IV- 26, Shelving in media center is adequate for materials and equipment. 

V- 4. At least $5.66 per student enrol led must be spent for library books and other library media, 

exclusive of equipment, within the school year. 

Standards for High School 

V- 17. Booic storcge and storage roans are clear of litter. 

IV-26. Shelving in media center is adequate for materials and equipment. 

VI- 4. At least $5.00 per student enrolled must be spent for library books and other library media, 

exclusive of equipment, within the school year. 



Source: Georgia, Accrediting Commission, Inc., Official Bulletin: 1985-86 and 1986--87. 
vblume 29. September, 1985. 



e 3-2 



44 



SOUTHERN ASSOCIATION OF COLLEGES AND SCHOOLS 



Southern i^s<M:iatidfi of Colleges and Schools is one of six regional accrediting associations irhich 
carvers all 50 states. Hembership is con|)osed of sctmis which have voluntarily joined together to 
foster better e<fc:ation. The Assmiaticm fuhctims^ U state connittees which are responsible 
for reviewing applications of schools and for making recannendations on accreditation concerning 
these institutions. 

Standards^or-Secoodary Schools 

3.3.3 The scfKibrs cfaily schedule shall 1^ flexible to provide tj^ as neecfed to 
acccnnodate extraolrriciilar actlvitiesp research and experimentation, use of 
instructional materials center and comminity resources* and independent study. 

4.6.0 Librarian or Hedia Specialist 

4.6.1 Each school shall have the services of a librarian or media specialist who has a 
degree in library science or is certified as a librarian or media specialist by the 
^ropriate state agency. 

4.6.2 Additional professicxMil staff in the libranr or instructional nedi a center shall 
have at least a bachelor's degree and training in the areas in which they work. 

4.6.3 All professional staff in the Mbranr or instructibrtdl media center shall have 
conpleled at least 12 sonester hours of credit in professional education either as 
part of the bachelor's degree or in addition thereto. 

4.6.4 A library or medita center professional staff meRter shall have two years to 
coiiplcte the 12 semester hours of professional education. 

4.6.5 Library or media staff miiters shall earn at least six semester hours of credit, or 
the equivalency as approved by the State Committee^ during each five-year period of 
einployin&nt. The six semester hM of credit or the equivalency shall be designed 
to increase the caipetency of the staff in the areas in which they teach or work. 

4.6.6 Staff who have traihihg and experience that might be considered to be equivalent to 
the hours in professional education may request, through the acini ni strati ve head of 
the school, the State Cciilmittee to accept such training and experience In lieu of 
no more than six semister hours. Such a requcfst imist be sutomitted to the Chairman 
of the State Conmittee and be accompanied by justification for the request. 

4.6.7 A school that oiplc^ at least two professional 1y qualified librarians and/or rittdia 
specialists mayi in lieu of any required additional librarians or media 
s|>?cialists, enplqy two trained paraprofessionals for each additionally required 
librarian or media specialist. 

4.8.0 Support Personnel 

4.8.1 Secretarial an^ clerical personnel shall be assigned by the administrative head of 
the school to duties in such areas as the office conplex, the guidance area, 
departmental units^ and instructional media services. 
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4.10.0 nifiiiMM Personnel Requirements 

4.10.0 Each menter school stwill t>e provided tC>e services oiF qualified school professiona 
or auxiliary personnel in the equivalents shown in Figure i. 



FIGURE 1. 
Ninimum Personnel Requirements 
(Reference 4.10.1) 



HMb«rsblp 


Principal,, H««d|M«t«r, 
Praaldant 


Adainiatratlva or 
Suparvlaory Aaalatanta 


Guldanca Pirofaailonala 


Llbrarlaoa.or 

Nadla Spaclallata 


Saeratariaa or 
Clcrka 


Cuatodiana 


1 - 299 
300 - 499 
500 - 649 
650 - 749 
750 • 999 
1.000 - 1.249 
i.250 - Up 




1/2 
1/2 
1 
1 

__ _ 1 1/2 


1/2 
1/2 

1 

1 

- -2- 

^__-2-t/t 


1/2 
1 
1 
1 
1 

9 


1 

1 1/2 

2 

2 1/2 

3 1/2 

__4 


Inadditibn-Co- 
full^tlM eoacoi 
cuatodlal_afid_M 
t a naaea^pa raonvK 

ah«II-h€-pcovl<l( 






1,249. TMa^paraon mmr ba aaal|n«d to any of thaaa thraa araia aa 
baat aaata tha naada at thu acheol. 

Paraonf aaployad by tha icbool iMC«> in thaaa eatatorlaa and 
ratMjarlnc ••rvleaa raqulrad by thaaa atandarda mmy ba Included Ih 
Matins tha parsoanal raquiraaanta on a pro-rata baala. 


rlarlcal paraon 
ah«Xi b« addad for 
••ch additional 400 
atudanta ovar 1,249. 


Mtch ntiMbara tht 
ache«l_f«cllltl< 
ara adaquaLwljr « 
•d-and-MlRCaim 
•nd all atata ai 
local ragulatloi 
lawa ara aat. 



5.3.0 Library/Materials Services 

5.3.1 Each school shall pro»iide a pro^ materials services operated 
from a library and/or an instructional materials center. 

5.3.2 The library or BHterials center shall serve as a resource center for the entire 
educational program, 

5.3.3 The semres and RHteH^^^ providsd shall be adequate ih quantity^ quality, and 
type to assure the breadth and depth in learning hecessaiY fpr the development of 
academic skills, vocational caif«tencies^ and personal growth. The requirements 
for instruction in all courses shall be considered in maihUihing the collections. 
(See 7.3.4 of Finance and Business Operations for required expenditures.) 

5.4.6 Materials Gollection 

5.4., The materials collection shall include usable print books as indicated in Figure 2. 
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Fl WIRfc 2 

Hin'impm Book Collection 
(Reference 5.4.]) 



NeiDbership Collection 



Up to 100 1,0iS} vbltTOs 

101-800 10 vol tmes per student 

801 1,000 8,dTO volumes + 6 volomes per student in excess of 800 students 

li(X)UI,500 9,2TO volumes + 5 vol ores per student in excess of U 000 students 

1,501-2,000 11,700 volumes + 4 volumes per student in excess of 1^500 students 

2,001 and above 13,700 volumes + 3 volones per student in excess of 2,000 students 



5.4.2 teacher and student reconmendations shall be solicited and considered in purchasing 
library books and other materials. 

5.4.3 A new school shall have a least two books per student upon opening and shall add at 
least two books per student per year until the basic book collection is reached. 

5.5.0 Periodicals 

5.5.1 Ti^ materials collection stall include periodicals appropriate for and related 
to the interests of the students. The subscription list shall include no fewer 
than 10 titles or one for each 25 students in meiii>^ whichever is greater. If 
justified by use. additional copies of a title may be included in this formula 
after the subscription list exceeds ^ titles. 

5.5.2 The distribution of periodicals shall represent all areas included in the 
instructional program. One or more daily metropolitan newspapers and one or more 
local newspapers shall be included. 

5.6.0 Nonprint Materials 

5.6.1 Monprint materials shall be provided in tlse library/materials collection as 
indicated by the needs of the instructional program and in accordance with 
expenditures in 7.3.4 



S.6.2 All materials shall be cataloged using a standard system. 
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S.7.0 Circulation 



5.7.1 Circulation records shall k^i for the purposes of evaluating studeht uii 5f tte 
library. 

5.7.2 Any school having a circulation of less than 25 percent of its maibership as of the 
date of the annual accreditation report shall provide reasons for low circulation 
in writing with the annual report to the State Conmittee. 

5.7.3 Each student shall have regular and frequent access to the library on either an 
individual or a class group basis. In no case shall such access occur on fewer 
than two days per weeic. 



6.0.0 Mant Operations and Facilities 

Basi? Praise: The school plant and site provide tl* physical environment within which the 
total e<*jcational program is implemented and should be designed, (njerated and maintained to 
achieve the school's purpose and objentives. and to safeguard the financial investment. 

6.2.0 The School Buildings 

6.2.8 . The plant shall include, where ^ncable. spaces for laboratory study. vScational 

programs, audio-visual presentations, fine arts programs, applied arts progrii^ 
multiple^ use, exceptional education, small-grdup instruction, large-group 
instruction, instructional materials storage, and instructional equipment storage. 

6.2.9 Appropriate space shall be provided for the library/instructional materials service 
center. 

6.2.10 Space shall be provided for the shelving of materials. 

6.2.11 Space and proper installation shall be provided for the use of all instructional 
equipment intended for use in the library and/Or center. 

6.2.12 Storage space with appropriate surfaces shall be provided for all portable 
instructional equipment. 

6.2.13 Seating and work space for students and teachers using the library or center shall 
be provided using standard library furnishings as appropriate for the instructional 
program and size of the school. 

6.3.0 Equipment and Furniture 

6.3.1 Proper equipment shall be provided to support the instructional progran. 

6.3.2 Proper furniture shall be provided to support the instructional program. 

6.3.3 Appropriate equipment and furniture shall be provided clerical and adnini strati ve 
personnel in order to support the instructional program efficiently. 
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6.3.4 An annual or <»htihuing inventory of _;e<jji|»^^ furnishings sha'l include an 
evaluation of the caidition and value of each item. 

6.3. 5 A systematic prpgran for the replacement of obsolete or inoperative equipment and 
Furniture shall be imiintained. 

7.0.0 Finance and Business Operations 

Basic Premise: The scIkxjVs achievement of purpose is directly related to its financial 
supi>ort and the efficient use of its resources. 

7.1.0 Budget 

7.1.2 A balanced program of expenditures for instructional iwterials and supplies shall 
be planned so that annual expenditures facilitate the maintenance of quality in 
eacn area of the school ' s program. 

7.1.3 The faculty* staff, student body, and conmunity should be represented in the 
budgetary process. 

7.2.0 Financial Records 

7.2.1 Efficient procedures for requisitioning materials, supplies, and equipment shall be 
developed and implemented. 

7.3.0 Allocation of Resources 

7.3.4 After the basic book and nonprint naterials collectiwis are established, rach 
library or instructional materials center shall be provided Hi th funds on an annual 
basis as indicated in Figure 3 f6r the purchase of library books, periodicals, 
library supplies, and nonprint materials. 



_ FIGURE 3 

Library/Media Center Expenditure Requirements 
(Reference 7.3.4) 



MentNership 



Expenditure Requirements^ 



Up to 1 06 

idl-aeo 

801-1 ,000 
l,bbl--l,560 
1,501-^,000 
2,00l and above 



$500 

$500 ^ $4,00 per student in excess of 100 
$3*300 4- $4.00 per student in excess of BOO 
$4,100 ^ $3.50 per student in excess of 1,000 
$5,850 ^ $3.50 per student in excess of 1,500 
$7,600 4- $2.00 per student in excess of 2,000 



*These re^iranents may be net by averagihg exfaehditures over the 3 most f^^t ronsrcutiye years 

provided the school does not get in debt to the standard. In sctool systems tjwt provide a 

centralized servioe for processing media materials, a school may include a pro rata share of the 
value of that service in meeting the expenditure requirement. 
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Stahdar<te^for"Unit Schools 

1.4.0 Each school shall have written jaoiicies for the use of school resources by the cawnunity and 
for use of comnunity resources by the school. 

1.5.0 Resources within the inmediate comnunity and from outside the cdntnunity, so far as they can 
be made available for instruction^ shall be used in accoiplishing the school's purposes. 

4.3.0 Tfe daily schedule shall be flexible so that varying time periods may be provided as the 
need arises. The dally schedule shall possess such flexibility as is required to provide 
for various types of program activities including extracurricular activities and 
opportunities for rosearch, use of the instructional materials center, and individual 
study. The schedule shall provide time for staff planning and evaluating the school's 
program and time for staff in-service growth activities. 

7.0.0 Learning Hedia Services, Basic Pranjse: Resources of the learning media center provide 
basic support and enrichment for the total educational program. 

7.1.0 The media center shall be organized as a resource center of instructional materials for the 
total educational program. 

7.1.1 The school shall be provided with a basic book rol lection of 1,000 usable and acceptable 
library volunes or not fewer than 10 volumes p^r pupil, whichever is greater. 

7.1.2 There shall be a minimum of 35 periodicals distributed as to appropriately serve all grade 
levels in the school. 

7.1.3 In the case of new schools, at least two books per student shall be available at time of 
opening, and at least two books per student shall be added each year until the sUndard is 
met. 

7.1.4 The learning media services shall include: 

7.1.4.1 Planning with staff and use of the instructional materials center. 

7.1.4.2 Instructing students and staff in the use of materials and guiding their reading 
and research. 

7.1.4.3 Acquainting students and staff with the services and uses of the media center. 

7.1.4.4 Training and supervision of the personnel who help provide learning media services. 

7.1.4.5 Keeping the learnjng media services updated to meet current and anticipated needs 
of staff and students. 

7.1.4.6 the keeping of circulation records for the purpose of evaluating student use of the 
learning media center. 

7.2.0 The physical facilities shall include space(s) designed to provide library services for all 
students and staff. 

7.2.1 The rredia center shall be properly lighted and ventilated. 

7.2.2 Sufficient floor space and seating capacity shall be available to acccnmodate 101 of the 
^wnbership but not fewer than 40 students for reading, viewing, listening, instruction, and 
individual study. A school will not be expected to provide seating space at any one time 
for more than 100 students. 
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'•2-3 Space shall be pMivided For storage, shelving, work space, and other areas appropriate to an 
instructional materials center. 

7.3.0 Equipment such as projectors,, tape recorders, record players, dopy machines, study carrels, 
natenals production tools, etc., shall be provided in the center in quality and quantity to 
meet the needs of students and staff. 

7.4.0 Materials and supplies such as books, magazines i nevspapers, filtnstrips, slides, tapes, 
pictures, maps, globes, etc., shall be provided in numbers and variety to conplement and 
supplenent the basic and enrichment programs of the school. 

7.5.0 the learning media center shall be located to provide easy access to all students and staff. 

7.5.1 The learning media center shall be kept open for :^taff and students during the school day. 

7.6.0 The sctoors budget shall include funds for the purchase of library books, periodicals 
supplies, and materials. 

7.6.1 There shall be a minimun of $10,00 per student, budgeted and expended annually through the 
school system for instructional materials and supplies, library books, and periodicals. 
Basic textbooks and equipment shall not be purchased from this allocation. 

7.6.2 A balanced progran Of expenditures for instructional materials shall be planned so that a 
quality program of instruction is maintained in each subject area in the school's program. 

7.6.3 Adequate and appropriate types of teaching and learning materials and equipment shall be 
provided for all areas of the school's program. 

9.0.0 Staff and Administration. Basic Premise: The quality of personnel in any school 
detert.iines, in large measure, its success iti meeting its objectives. Personnel shall be 
provided in nimbers and quality to assure the effective operation Of the school. 

9,2.2 There shall be written descriptions of the roles of professional and nonprofessional 
personnel. 

9.11.0 Each ment>er of the instructional staff shall be required to earn at least six semester hours 
of easllege credit during each five-year period of enployment, or the equivalency as approved 
by the state committee, until 30 semester hours of graduate credit have been earned or until 
within five years of mandatory retirement, whichever comes first. These six semester hours 
or their equivalency shall be in those areas of work designed to increase the competency of 
the teacher in the area or grade level being taught. 



9.14.0 



Schools with fewer than 250 students in membership shall enploy a professionally qualified 
librarian (media specialist) who shall spend half-time or more in the school. Schools with 
250 or more students in membership shall aiploy a full-time professionally qualified 
librarian (media specialist). Member schools with a mentoership of 1,000 or more students 
shall provide at least one additional professionally qualified instructional materials 
service assistant, such as librarian, audio-visual ist, or materials specialist. 



In addition to the afcve requirements, a member school of 750 or more students in menijership 
shall provide a full-time clerical assistant to make it possible for the professional 
instructional materials staff to perform their services efficiently. Additional staff 
should be added for mei*er schools with a membership of more than 1,500. 
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10.0.0 Plant and Facilities. B^sic Premise: The school plant and site provide the physical 
environment within which the total educational program is implemented and should be 
designed, operated, and maintained to achieve the schoors purpose and objectives, and to 
safeguard the financial investment. 

10.5.0 The plant shall include rooms properly arranged and equipped for activities and programs^ 
such as l34)oratory study, media services, vocational offerings, audio-visual education, fine 
and applied arts education, clinics, and physical and health education programs. 

Standards for Elementary and Middle Schools 

Area-Standard 

B-4 Each school or systan shall have a written, cooperatively formulated plan for use of school 
resources by the comiunity and for use of comnunity resources by the school. 

F-10 There shall be evidence of an organized plan for determining the need, selection^ 
procurement, and effective use and care of instructional equipment and materials. 

G-8* Each member of the schoors instructional staff shall have earned at least a bachelor's 
degree from an institution accredited by the Assdciatidh or another regional accrediting 
agency, f^rtherrore, he shall have earned a minimum 24 semester hours or a cbllege majpr 
from a manber institution in the area or at the grade level at which he works or shall hold 
a nonemergency state certificate for teaching in the grades^ levels^ or areas in which he 
works. In all cases, each individual shall have earned a minimum of twelve semester hours 
^" P'^^^^A^^^"^! courses appropriate to the grade, level, or area of assignment. 

As an additional requirement, each metitJer of the instructional staff shall be required to 
earn at least six semester hours of college credit during each five-year period of 
employment or the equivalency as approved by the State Committee until he has earned 30 
semester hours of graduate credit or until he has reached the age of 60, whichever comes 
first^ These six semester hours or their equivalency shall be in those areas of Work 
designed to increase the competency of the teacher in the area or at the grade level being 
taught. 

The following are to be regarded as meeting the requirements of this standard: 

?_^??^^?'"_*^^^_^^1?*^ ^ ^^V^^A^^^® certificate for assignment in el envsntary schools, 
based on a bachelor's degree, issued by a state other than the one in which is 
ercployed. 

^_^^3cher in the middle/intermediate grades (grades 5-8 inclusrve or any cbmbinatibn 
thereof) if he is either certified at the elementary-school level or teaches a majority 
of his time in a subject area for which he is certified at the secondary level. 

c. a teacher who has a valid state certificate based on a bachelor's degree with 
certification in another area provided he has earned at least six semester hours 
toward proper certification, has filed a plan for completion of such certification 
with the proper employing authority, and continues to earn at least six semester 
hours per year until properly certified. 

d. a teacher who holds a degree equivalent accepted by the State Department of Education 
for certification. 

r^^P^"^^ is NO, personnel not meeting this standard must be listed on the Annual Report. This 
standard allows the use of out-of-state certificates. 
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I^? library shall be an Instractional media center, with the librarian serving as 

media specialist^ and shall offer \ comprehensive program of library services to children 
and teachers - sach as story hour activj ties, teaching of library skills, checking oat 
books, opportunities for independent study, group research, browsing, use of print and 
honprint materials, and providing curricular materials. (Amended) 

H-2 Physical facilities shall include a library space or spaces readily accessible to pupils, 
attracti^ve in awearance^ properly lighted, htted with standard library equipment, with 
floor space to provide for a minimum of 46 pupils at one time, and with adequate space for 
storage and workroom and for other areas appropriate to a media center. 

H-3 A school with fewer than 264 students enrolled shall employ a professionally qualified 
librarian/media specialist who s.hall spend half-time or more in the library/media center. A 
school with 264 or mre students enrolled shall enploy a full-time^, professional ly qualified 
librarian/media specialist. A school with 440^59 students enrolled shall enplqy at least 
one half-time library aide or clerical assistant for the library. A school with 660 or more 
pupils enrolled shall enploy a full-time library aide or clerical assistant for the 
^l^'"?'"^!. ^ ^chool may use professional personnel in lieu of the library aide or clerical 
assistant to meet this standard. (Amended) 

H-4 P''9^1?)^5 shall be nade /or adequate and appropriate learning materials and equipment 
including those designed to acconrodate the rapidly developing instructional technologies 
for all levels and areas of instruction in the school. Basic criteria for evaluation of 
media and materials shall be as follows: 



a. Materials shall provide opportunities for children to learn through doing. 

b. Materials shall be used in a variety of ways and by children at different 
development levels. 

c. Materials shall provide for individual and group use^ interaction, and 
problem^solving. 

d. Materials shall be safe, well constructed, and attractive. (Amended) 



Ibf'^^ .shall be a minimum of $15 per student budgeted and expended annually through the 
regular business office of the school or school system for print materials, honprint 
materials, and consumable instructional materials. Basic textbooks and equipment necessary 
for use of instructional materials shall not be purchased from this allocation. (Amended) 

H-6 I^® JA^J^A'^y^^^^^i center shall serve as a multimedia learning center for the school. Its 

"®^^a> ^^^^ print and nohprint, shall be current, comprehensive^ arid carefully 
^" /^erms of the school curriculum arid iristructional program and shall reflect 
rapidly developing iristructiorial technologies. (Amended) 

H-7 The library book collection shall cbhtain a minimum of 10 books per student or 1,500 books, 
whichever is greater. No school shall be required to have more than 10,0()0 books in its 
library collection. Library books on order but not delivered may be counted as a part of the 
requirement. No more than 5 copies of a title shall be counted in meeting this requirement. 
(Amended) 

H-8 The library/n^dia collection shall be weeded annually to remove materials that are badly 
worn or out of date. (Amended) 

H-9 The school shall have an adequate and projpierly balanced collection of instructional 
equif^rit. Provision shall be made for on-going maintenance and replacement of this 
equipment. (Amended) 
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H-10 



fl-12 



Special provision shall be made iri local budgets for new schools in accredited systems to 
meet standards relating to collection of books and other media. (State cormittees may give 
special consideration to such schools by allowing them time, hot to exceed three y^ars, to 
meet the standards and develop a balanced collection of suitable library media materials.) 

In kindergarten and early childhood centers serving children under six, rib central library 
(media center) or librarian is required. However, each classroom shall have a collection of 
a minipwm of 10 books per student. These books shall tne appropriate to the various 
developmental stages, with picture books predominating, and shall cover a variety of topics 
including nature, real-life experiences, fantasy, mechanical subjects, and art. Centers 
having centralized libraries will apply Standard H:7. 

There shall evidence that children have continual access to use of books and other 
learning materials. 



The school plant shall include rooms that are spacious, safe, functional^ properly arranged,, 
and appropriately equipped for varied instructional programs and activities for large and 
small groups stjch as: science laboratory experiences, art education, music education^ 
physical education, health activities, space and facilities for media center using 
multimedia materials and equipment, clinic, cafeteria, ^nd adequate adninistrative 
facilities for all such personnel. 



Sources: Polici e s. Principl e s and St ^dards^^r-Accreditation of Secondary Schools . 1984. 



Polici es. Principles and Standards for the Accreditation of Elementary and Hiddle 
Schools . 1985-W. 
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ACCESSIBLE MEDiA CENTERS 



Cteoraia^^oara^ ef^^dueatibn standard 166 : the 
individual students and groups throughout each 
Kindergarten centers. Elementary schools with 
standard if the media center is open throughou 
employed for only one-half time. 



school has a media center Which is accessibi< 
day of the school year, Interpretation: MM 
fewer than 46o s.tudents may answer yes to 
; the school day even though a media special is' 



The Department of Education's explanation of an accessible media center is one which is avail, 
for^students and teachers to use according to instructional need rather than according t 
predetermined schedule. Central to this interpretation is the belief that the media center sjn 
serve the teaching and learning needs of the school. In order to insure maximun use of school mi 
^ST' ^*^.^'^"^fr'^^\ ^ °Pen every day tnat school is in session. The center should nol 
clos^ to facilitate meetings or testing programs and it is recchnierided that arrangements be r 
for the center to accomnodate students before and/or after the school day. 

Pol icjes ^establishing guicfelines for thH use of a school media center should be cooperati* 
deterained by the scHml n«dia carmittee. This group, conposed of representatives f 
administration, instruction (by grade levels or subjects), media services, the student body and 
coimunity can insure optimum use is made of the facility and its resources. 

In an accessible center, there is usually a process for teachers to schedule time and space needs 
^i.f"^'' ^ activity that is planned. This approach is preferable to 

p^terroined schedule because it provides flexibility in planning center use and better meets 
needs of groups and individuals. In some places, a set schedule has been coordinated witf 
flexible schedule so the center is used for both regularly scheduled activities and on a sign 
basis, ftowevers this arrangement does take an exceptional, cooperative effort to prevent overl( 
on racilities^ materials and media personnel. 

rwsUring access^ibi 1 ity during the inventoty process may require some tenporary alteration in 1 
hours of operation, or in the availability of materials for circulation, or in the level of servi 
provided to students and staff. Such modifications should be recdnmended by the media oomnitU 
approved by the ^ school administrator, and announced in advance to all students and staff. 7 
period of ^ime in which altered service is provided should be limited and may be unnecessary 
paraprofessionals and/or adult volunteers assist in the inventory process. 
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INSTRUCTIONAL MEDIA/RESOURCES 



Code: IFA 



(Adopted: July 1986 Effective: August 1, 1996) 

The Quality Basic Education Act provides state funds specifically 
for Instructional media In the following sectlcsjs. 

1. Hedia programs - O.C.G.A. §20-2-184 

2. Instructional materials and equipment costs - 
6.C.Q.A. S20-2-182(f). 

Local and federal funds may be used to supplement the state 
appropriation. 

RATldNAtE 

The Georgia Board of Education believes that Instructional 

resources are integral to effective instructional programs. 

Qualify instructional resources. In sufficient quantity to support 
tHe 8as;e Cwprigg^lym Ebhteht and the range of instructipnal 
strategies and learning activities * should be made available to 
support the achievement of education goals. Because of the 
deiiidnstrated impact of media, policy direction should be 
established by the local board of education. Establishing a 
structure for decision making regarding the selection of specific 
instructional resources should be a local responsibility and snpuld 
involve instructional, administrative and media staff. The state 
provides funding In a number of categories to support Instructional 
resource programs. 



MEDIA CENTER PROGRAM DEFINITION 

The media center program provides a frameworlc for cooperatively ^ 
planned, instructlonally related, unified media serv ces developed 
at the local level. These services should be accessible to ^ ^ 
teachers and students and effectively and efficiently managed by 
media professionals. Media center programs are composed of 
materials, equlpraerit, facilities, people, environments, purposes 
and processes. 

^he Quality Basic Educatlbif Act Identifies media as an essential 
sunport service for Instructional programs, and specifies the 
development of life long learners as a goal. To support and 
achieve these ends, funds for media resources sere included In the 
PTE formula. Effective arid efficient use of these funds to support 
instruction and produce life long learners requires cooperative 
Planning that relates use of media resourcer to the instructional 
program, ensures maximum use of these resourc*s. allows access to 
information and complies with legal requirements. 
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Systems must use an effective planning process to select, 
acquire and manage Instructional resources that will relate 
to Identified education goals. The planning process must 
establish a structure for decision making that ensures 
cost-effective use of funds allotted under this policy; It 
should also provide for media center organUatlon of all 
Instructional materials except three —textbooks, resources 
useful In only one content area or classroom and. resources _ 
purchased with categorical funds. Arrangements should be made 
through the media program for use of the resources of other 
Institutions and In the coinmunlty to extendthe Instructional 
resources and learning opportunities ayallable to teachers 
and students. ApproDrlate equipment, materials and 
assistance should be provided for producing specialized 
learning materials that cannot be acquired at a. reasonable 
cost. 

Because the school media program provldesservlces that are 
essential to a quality fducatlpn. Information should be 
accessible at appropriate difficulty levels. In various 
formats, for differentiated grouping patterns (1 .e. , class, 
group. Individual). Flexible scheduling should make resources 
available at the point arid time of need. The school media 
center 1$ a laboratory for learning that should be staffed by 
at least one full-time professional certified In media at the 
minimum level or above* It should be available for student 
and teacher use for media purposes throughout each 
Instructional day of the school year. 



44fdia personnel, curriculum specialists^ administrators and 
Instructional staff should work together to develop and 
Implement the curriculum. Specific skills for accessing 
Information and In use of Information materials should be 
planned components of all curriculum strands. Such skills 
should be Introduced and developed through instruction 
cooperatively planned by classroom teachers and media 
personnel and delivered through classroom Instruction. These 
skills should be applied In the media center through 
classroom assignments and projects structured to reinforce 
them and should be monitored by both Instructional and 
support staff. 

LBGAt SYSTEM REQUIREMENTS 

li Each local board of education shall adopt local media 
policies that address, as a minimum, all components of 
state board policy In the area of Instructional media. 
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Procedures for ImpleffleDtlng this local boardpollcy 
mgst be developed • Both the local policy and 
procedures shall be disseminated to system and school 
personnel and filed With the Georgia Department of 
Education. 

Methpdsfor selecting Instruction materials and 
equipment, handling requests for reconsideration of 

materials, disposing of gifts of Instructional 

resources, use of nonschool owned materials and keeping 
collections up-to-date are the responsibility of the 
local system and must be addressed In the local board 
policy. 

Each school and system must establish a media advisory 
cormlttee composed of admlnlstr^ Instructional and 
media personnel; student, community and parent 
representatives; and, when appropriate, vocational 
educators and technology coordinators. The committee 
must recommend long- and short-range media goals, 
budget priorities; operation, utilization and 
accessibility procedures and selection processes for 
Instructional materials and equipment. 

Each media commltteeshallevaluate the medl^ 
annually and recommend four-year media plans that 
Identify budget and service priorities. The system 
media plan shall be based on the extent of need 
reflected In local school plans and shall become a 
cbmpoheht of the local strategic plan. This plan 
should be amended as annual evaluation dictates. 

Each local system should involve the^!/stem media 
cbninlttee or a school media commltteein Identifying 

education specifications for constructing and 

renovating media centers. In addition, specified 
requirements of the state board for functlonalareas . 

square footage , etc . # del 1 nea ted 1 n A Guide fo i^ 

Manning and Construction of Pub^ School Facilities; 
Medda-Center Facilities (1982) must be met. 

Implemes-tatlon of the media program Is the 
responsibility of school administrators and should be 
based on the roles Identified for each education _ 
position In Pnlpc In Media Prbgram^ve^meh^ r School 
and Community (contingent upon state board adoption). 

The local superintendent shall appoint a system media 
contact person to serve as liaison between state, 
regional* system ahd school media programs. 

e6-3 



58 



in (eorit^nued) 



i. Each school shall contain a media cent, f* stafFeo bv a^ 
least on* full-time, certified media P'l v>ss'i6nal. 
EleMntary schools with fewer than 400 ■ s students 
shall he staffed by cert'ified media protesslonals at 
least one-half time. 

id. fach school media center shall be aval lable for student 
and teacher use throughout each Instructional day of 
the school year. 

11. Each local school system shall abide by current 

copyright law. There shall be one individual at the 
system and at each school level responsible for 
ensuring the availability of current copyright 
Information to all education personnel, for obtaining 
copyright clearance for materials used In Instruction 
and For recommending system compliance procedures. 

HEOIA CENTER RESOURCES 

Funds under this program are Intended to support the 
Instructional program and shall not be used to support 
Interscholastic activities. 

the fpllpwlng provisions relate to expenditures of media 
center funds and must be considered by the media committee 
when recomnendlng priorities. 

A. Expenditures shall be reported systemwide by function. 

8. Expenditures ^ be made at the system level If 
1t is more efficient to share materials, equipment 
and services among schools. 

e. At least 9b percent of funds allotted for this function 
shall be spent for this purpose. 

D. Supplementary text materials, equipment an^ other 
cbnsumable/honconsumable materials for classroom use may 
not be purchased with these funds unless 

organized and made available through the media center. 

E. Expenditures may Include but are not limited to 

1. salaries for medlai personnel and/or media 
paraprofesslonals; 

2. print and hbhprlht media and equipment organized and 
made available through the media center; 
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3« suppllfs, maintenance and operation costs of media 
functions at system and/or building levels; and 

travel for media personnel. 

INSTRUCTIONAL MATERIALS, EQUIPMENT AND TRAVEL 

The following requirements relate to expenditure of these 
funds and must be considered by the media committee when 
recommending priorities. 

A. Funds shall be expended and reported by Individual 
Instructional program (I.e., 1-3, etc. J. 

B. At least 90 percent of direct Instructional/operational 
funds allotted for each Instructional program shall 

be spent within the program generating the funds. 
(Note: Special education program policy will be 
considered at a later date.) 

C. The following Is a cost/function description of Items for 
which funds may be spent. 

1. ednsumable/hohcbnsumable materials for classroom use 

a. materials and supplies used In classrooms but 
not organized and made available through the 
media center; 

b. supplies and materials used for the production 
and/or reproduction of teaching materials; 

c. nonconsumable materials for use In a sihgli? 
classroom that are hot available for use to 
support other Instructional activities (e.g., a 
periodic chart for physics class, a sewing machine 
for homemaklng class); 

d. Items Including, but not limited to the following. 

. workbooks 

. masters 

. construction paper 

. video/audio tape 

. duplicating paper 

2. Textbooks: See State Board Policy IFAA. 
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3. Travel 

a* bi staff, essential to the delivery of 
education services; 



b. Items Including^ but not limited to the following. 

. travel between schools 
. conferences and meetings 

4. Equipment replacement/maintenance 

a. maintenance or purchase of 
Instructional equipment; 

b. Instructional equipment shall be orgahlzeda 
made available through the media center unless It 
Is useful only In one specific classrddm/area 
(I.e*, laboratory equipment). Computer ^ science, 
vocational and other laboratory equipment, as 
defined by the state board on July 11. 1985* 
qualify for this funding. Funds under this 
program are Intended for use In the Instructional 
program and shall not be used to support 
Interscholastic activities. 



ACCOUNTABILITY FOR SCHOOL EQUIPMENT AND MATERIALS 

Students and schoplpersonnel shall be accountable for 
textbooks, media materials and all other Instructional 
materials and equipment purchased with public school funds. 
Procedures for accountability shall be established at the 
local level. 

O.C.G.A.^ 20^2^167; 2b-2-168(f); 2d-2-l82(f); 20-2-184. 



Source : Pollctea and Executive Prbcedurea: Georgia Board of Education and 
State Supertntendene of Schools , 
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RECORDS RETENTION SCHEDULES FOR MEDIA 



NOTE: THE FOLLOWING ITENS NdST BE RETAINED QNLX IF THESE RECORDS ARE BEING HAINTAINED. 



SO^bOb LIBRARY ACCESSION BOOKS 

A JJsting or other index of books, pen odi^cals, f^lmstrips, films and other materials assigned or 
added to the l^ibrary. Usually arranged nurrerj call y by book or Item accession nuntjer; may also be 
arranged alphabetically by title or aathor name^ 

RETENTION REQUIREIIENT : Retain permanently for adninl strati ve purposes. 



SCHOOL LIBRARY CIRCOLATION RECORDS 

A record indicating the daijy, monthly and annual activity of the library. Generally shows 
circalat'ion statistics, fees received (sometimes with receipts) , new borrowers, holding circulation 
statistics by category, i.e., ^^ h^^ juvenile, paperbacks, magazines, visual 

aids and totals. Usually arranged chronologically by date. 

RETENTION REQUIREMENT: Retain 3 years except annual circulation and library use statistics - 

Retain permanently for historical reasons. 



SCHOOL LIBRARY SHELF LIST 

A conplete listing or in^^^ bpoics, periodicals, filmstrips, films and other materials 

available at the library ^or public use. Usually arranged numerically by item number; may also be 
arranged alphabetically by subject or author's name. 

RETENTION REQUIRE^NT: Update as necessary and retain until superceded. 



Reference: Recor d s Retention Schedules for Local School Systems as approved by the State Records 
Comnittee, March 7, 1983. 
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DIVISION OF INSTRUCTIONAL MEDIA SERVICES 



HEW^^an^ces UNIT 

Proyvdes coi^sultative and technical assistance in planning, organizing, actninistering and evaluatim 
jiedia programs upon the request cf the local system^ Position papers concerning aspects of medii 
programs are deve1c4>ed periddicaiiy and distributed to meet identified needs. An annual statewide 
c^ference is designed to roet needs identified by local system media contact persons (SHCPs). TN 
Nicrboxnputer Disk Consortium, Video tessons and the review processes for state-furnished resource* 
are managed by this unit. Other services include consultative assistance in: 

- Inploienting State Etoard policy on instructional materials and equijDment in local systoms 

- Implemehting state media standards 

' Inprbving system and building-level media programs 

- OrganiziQg and conducting media-related workshops for school system personnel 

-Vforkihg with teachsr training institutions, CESAs and others to inprove media program 
development 

- Reviewing and making reconmendations concerning plans for media facility renovation and 
cbhstructibn 

- Ctetennining VnstruciioM^ problans and action needed to 
improve reception/distribution capabilities as well as recomnending equipment specifications. 



HEDIA RESO URCES UNIT 

Develops, produces, acquires and distributes instructional materials for distribution to local 
educational agencies. Specific resbi^rces prt>v^ded are: 

- Instructional television series, tcleconfer^«»<:es, staff development and informational progr^ 
for ^broadcast over the nine f^^civiMon stations of . the Georgia Public Telecomiuhicatiohs 
Cannissioh or for dupric )cn by r>;i^ Resource Center, formerly kno^jn as the Duplication Center 

- Print unaterials to si^por-s atiji^t.: cfj of instructional resources or to provide media-related 
isiformation to local ef^^oliona] <^gencies. THac© materials iiv:^ude ITV teacher manuals, 
broadcast schedules/proc;: .^^f!ng 5;vi^f.nation, a enonthly ' newsletter ( HeJia^^tgno ) for media 
specialists, resource cai^-iti^gs, and a varjaty cf other infonmaUonal and administrative 
documents related to state an^ local progr«ri: 
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STATE PROVIDED MEDIA RESOURCES 



Instruct i onal Tel^v i s i dh : 



Broadcast oyer Georgia Public television Network. 
Monday - Friday^ 8 a- m.- 4 p.m. 
Catalog: IW Sc4>edu4e Book 
Cost: None 

Teacher Guides available for many series. Ordered through System Nedi 
Contact Person. 



Video Lessons: 



Available only to subscribing systems. Forms sent annually to local 
^iperintendents. Programs recorded off-air or obtained through tli 
Resource Center. 
Catalog: y^iteo Lessons 



Videotape buplicatten: Available to any school in a registered system. Ordered through System 

Hedia Contact Perspvi. 
Catalog: Video^DuWieatlof^^talbq 
Cost: |3.50 per duplication^ (public K-12)* 

$6.00 j>er duplication, (non public, non K-12)** 

User provides tapes 



Audiotape PupUcatidn: Available to any registered school. Ordered thro^^ 

Contact Person. 

Catalog: Aud4o^ Duplication Catalog 
Cos;t: None 

User provides tapcts 



Hicrocomputer Disks : 



Hedia Hemo: 



Available only to subscribing systems. 
Cost: DiskSi $2.25 each, (public k-12)* 

$2.75 each, (non public, non k-12)** 

Newsletter sent through System Media Contact Persons to school media 
specialists on the 15th of each school -year month. 



Bulletin Board: 



Broadcast over Georgia Public Television Ketmrk. 
Hbnday - Friday, 9:00 a.m. - 9:05 a.m.; 12:00 p.m. 
Mbnday*s program content repeated each day. 
Cost: None 



12:05 p.m. 



*Public K-12 

- Georgia Public Schools K-12 

- State Schools 

- tollegeAlniversity Teacher Ed. Programs 
> CESAs 



Public, Non i(-12 

- Private Schools IC-12 

- Colleges/Oniversities (Except Teacher Ed.) 

- Vocational Schools 

- Other State Agencies 

- Pubtic Libraries 
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GEORGIA ETV/lfV 



From 1961 to 19K. the GSjra'ia Board of Education operated the Georgia E*cational Television 
NetMork i»hi(^ ins resixmsible fw prograipina both instructional television (ITV. daytine) and 
public jelevisi«i (PTV or ETW, nightime). In 1W2, the Georgia Public Telecannuni cations Comnissibn 
MS forned. Since then, the Oef^rtment of Education has been responsible for the ITV schedule and 
the Comnission has been responsible for the ETV/PTV operation. 

Georgia's ITV systan provides programnihg for grades k-l2 from 8:00 a.m. to 4:00 p.m., Hbhday 
through Friday during the school year, including pre- and postHplanhIng periods. Host ITV series 
are designed to be used in the classroom Under the sujjervision of a teacher with teacher manuals 
Flexibility in use of the materials is possible when prograns are videotaped off the air for later- 
playback. The sdwitale book, published annually^ provides descriptions of each series and the 
broadcast tioBs. Teacher manuals and the schedule book must be ordered from the Division through 
the system media contact person. 



RESOURCE CENTER OPERATIONAL PROCEDURES 
(Formerly Called The Di^lication Center) 



1. One person in Mch schml systeifu the System Media OwUct Person {SHCP), is^ r^^ for 
cqbrdihating videotape di4>lication requests with ttw Resource Croter, A system i^^^^ to use 
the Cwiter's services must cc^lete a vidrotape duplication service registration form^ 
indicating the systan, system media contact person, address, and phone ncraber. This form should 
be sent by the SNCP to the Resource Center, 1066 Sylvan Road, S.W., Atlanta, Georgia 30310. 
Phone nuRter is (404) 656-2421. 

2.. The SNCP receives all videotape duplication orders from individual schools within the system and 
forwards them to the Resource Center for processing. 

3. All videotape duplication orders arriving at the Center must conform to the following guidelines: 

a) One blank videotape should be sent for each program requested. Only one program will be put 
oh a tapei regardless of the length of the program requested. 

b) The lUenier will accept tapes that are one hour or less in length. Duplicate tapes, or 
dubs„ will be m|de only in the following formats: 3/4" U-^tetic, 1/2" teto I or 1/2" VMS 
standard play (SP). In sending tapes for duplication, o^sider both the length of the tape 
and the length of the prdgrpi requested* For exaiple, altlKxigh the Cen^r woul^d conplete 
the order I a r^jilost for a 10 minute program on a 60 minute tape would r»t make iraximum use 
of the tape._ The most practical length of tape for most orders would be 20 to ^ minutes, 
with longer lengths sent for those few programs which are longer. On the other hand, if a 
30 minute program was ffifie^ted and a 20 minute tape was sent, the order would, of course, 
have to be returned unfilled. 

c) Tapes should be labeled with the school and system name in two places: on the spine of the 
box containing the cassette, and cm the plastic case cmtaining the tape. Gun stickers or 
magic markers may be used <mi both the outside box and on the tape case. 

d) The Mm of the progran being request^ should hot be on the tape box. Tjw Resource Center 
staff will attach the appropriate title to the tape box after it has been duplicated. 

e) Ail orders arriving at the Center should be accdmpanied by a Videotape Dubbing Request Form 
which indicates the SHCP^ systan, series and/or title, catalog nutter, program length, tape 
format, and school requesting for each title. A sample of the videotape duplication order 
form which is submitted by the SHCP follows. 

4. the school system will be billed $3.50 for each videotape duplication. System bills (invoices) 
will be sent to the SHCP at the end of each mbhth. 

5. Ho CO.b. packages will be acr. yted at the Resource Center. 

6. Duplication requests will be filled in the order in which they are received. In sore cases, 
orders may be conpleied and returned rapidly. During periods of heavy demand for duplicating, 
services ma^ take longer, but in all cases orders will be conpleted as rapidly as possible. 

7. Systei^ receiving an incorrect duplication should return the tape to the Resourx» Center with a 
note explaining the error. After checking against Center records^ a new duplication will be 
mac^ and sent at no additional charge. Tapes which are sent to the Center that are worn or for 
some other reason would produce a poor quality duplication will be returned to the system as 
part of an inccnplete order. 

8. Only materials for which the state has copyright clearance will be duplicated. 
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VIDEOTAPE DOPtlCATION SERVICE 
REGISTRATION ' FORM 




NOTE: 

There is no charge for registration; however, a registration card 
must be on file for systems using this service. 
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Georgia Department of Education 
RESOURCE CENTER 
1056 Sylvan Road, S. W. 
Atlanta, Georgia 30310 



SYSTEM MEDia 
CONTACT PERSON: 



used by 
SMGP 

VIDEOTAPE DUBBING REQUEST FORM 



i£ you need more braer forms ^ 
cheek here 



SCHOOL SYSTEM: 
ADDRESS: 
CITY: 
TELEPHONE: 



( ) 



4^ 



Please list format preferred and source used 
_ _ in columns provided below. 
If prdaram selected is in a series^ list series, 
then program title. 

SERIES/THIE 



RESOURCE CENTER USE ONLY 



DATE REGEIVED 
CQMPmnS BY " 



COMPLETED AS REQUESTED 

REFUND $ ■ W^T^ »_ 

DATE SilPPED 

POSTAGE 



SYSTEM ACSXXJNT NtSffiER 




ITV Schedule Booklet i 
Video Lessons 
Duplication Catalog 



Catalog # 


Eencrth • 






aitalog # 


Ler^rth r 






Catalog # 


Eehgth : 






Catalog (t 


— Length • 







3/4" 
1/2" VHS 
1/2" BETA I 



•^ntaloa # 



Lengths 



Lengths 



8^ 



Cataloo ? 
TOTAL COST S 



Lcngth- 



1/2" VBS 
[ 1/2" BETA I 

3/4" 

1/2" VHS 
' 1/2" EETA I 

3/4" 

1/2" VHS 
1/2" BETA I 

3/4" 

1/2" VHS 
1/2" BETA I 

3/4" 

1/2" VHS 
i/2" BETA I 

3/4" 

1/2" VHS 
i/2" EETA I 



I 
I 
I 

jnv Schedule Booklet i 
J3^ideb Lessees i 
^Duplication Catalog i 

_r£V Schedule Booklet 
^Video Lessons 
^Duplication Catalog 

^nv Schedule Booklet 
^ideo Lessons 
JDuplication Catalog 

_1TV Schedule Booklet 
Ji/ideo Lessons 
^Duplication Catalog 

I 

_ITV Schedule Booklet i 
^Video Lessons i 
JDuplication Catalog i 

I 

_ITV Schedule Booklet i 
J/ideo Lessons i 
JXipiication Catalog i 

_nv Schedule Booklet i 
J^ideb Lessons i 
JDupiicatioh Catalog i 

I 
I 



o 



o 



o 



in 



o (D 

^ s 



Totals o£ tape seat with request 
O 

ERIC 



lb 



15 



20 



-3d 



60 
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RECOGNITION OF EXCELLENCE 



tei^SlL^ ^ Its excellence recbgnHloa pr^rai i„ 1983. The purpose is to 

SS< ^l^^ - *^ ^^^^ ''^'^ carricalan and leadership 

|reas Exenplary school and system media programs are nominated by meiSers of the six Area Media 
C^-ttees «, the basis of to^^ excellence in delivering media serJ^cl to su^rt 

instruct,on_^ Fina selection of the system and school recipients is Sde by the sSte S 
Comn,ttee and recipients are recognized by the State Board at one of their monthly meeSngs 

1%5 ^rdees 



System: FAYETTE COWTY SOTOLS 
trigg Dalrynpl^ 

Annette Nash» Syston Media Ccmnittee Chair; 
Meilia Spec Jail St 

School: «SUP ELEMENTARY, O^tME COUNTY) 
*rry Jones, S^ripj^nd^it 
Larry Cooper, ifYincvf^l 
^nice Richardson, r^^'itk SpeciaVist 

1984^AiiardBes 



System: SAVANNAfi^CHATKAH SOCOLS 

Or^ Ronald Ether idge. S^rrntendent 
Grace Burke, Hed'ia Coordinator 

School : ;idHMStj3N ELEflEMTARY, (OfCf^EE COUNTY) 
Hike Johhstbo, S^rlnten^nt 
l)brothea Klrkland^ Principal 
tloy Habnf, Hedia Specialist 

A war i fe e s 



Systems: FLOYD COUNTY SCHObtS 

Dr. Revin dones. Superintendent 
Sue Frazier, Media Coordinator; 

Media Specialist 

SPALDING COUNTY SOIOOtS 

Dr. Charles H, Green, Superintendent 

Jan Rogers, Media Coordinator 

School FAIRINGTON ELEMENTARY, (DEKALB CXXWTY) 
Dr. Rci)ert Freeman, Super i ntandent 
Phillip Bradley, Principal 
Freddie Ford, Media Specialist 
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OUTSTANDING MEDIA COHPONENTS 



Ootstahdinq Media ConpbneKte is a biehnUl publ icatioh developed by the Division of Iristructidhal 
Media Services from nominatidns made. by statewide media persbhhel. A media center can be hdmihated 
for inclusion in any one of the following twenty-four cotlpoh^^^ areas. Sub-tbpics are provided as 
guides for conpleting the narratwe description of the outstahdinj component on the application 
form. Application forms may be requested from the Diviision of Instructional Media Services or 
duplicated from the example in this handbook. 



1. Modernization of a -.adia center within an Oid building 



a. Creative use of space 

b. Required areas included 

c. Committee input into planning process 

2. Outstanding new construction 

a. Creative use of space 

b. Required areas included 

c. Committee input into planning process 

3. Adaptation of an area (other than a library) to become a media center 

a. Creative use of space 

b. Required areas included 

c. Connittee input into planning process 

4. Cooperation — ^ between school media centers, with other libraries 

a. Delivery services between libraries and schools 

b. Loans between schools and libraries 

c. Networking 

d. tn-service activi^ies 

e. Program development 

5. Circulation 

a. Resource retrieval _ 

b. Circulation of different formats with related equipment 

c. Student responsibility in circulation, self-service 

d. Circulation flexibility 

6. System 1 evel /central i zed processing of materials 

a. Sinplified or innovative techniques, methods 

b. Cooperative or individual efforts 

c. Technology 

d. Volunteer assistance 



EKLC 
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7. Integrated shelving 



a . Var i ety of n» ter i a 1 s 

b. Accessibility 

c. Storage organization and special needs 

8. Curriculum coordination/cooperative planning 

a. Interesting or unique strategies or approaches 

b. pevejopTiidht of guides, bibliographies, etc. 

c. Involvement of staff and students 

9. Use of aides and volunteers 

a. Recruiting 

b. Tralhirg, variety of jobs 

c. Stude nt and connunlty resources 
c'. Sr^'^'uling, publicity 

Vo^ nteer recognition 

10. ^Q^a advisory conmlttees 

a. Examination and previewing of materials 

b. Varied composltiop; ^f committee 

c. Involvemrnt In policy development and other activities 

d. Priorities 

e. Identification and plar.i^mc for sto?f development activities 

11. Security systems 

a. Expense 

b. Staff mamtenahce tasks 

c. Statistics on use 

d. Innovative seclirlty ideas 

e. Theft detection systems 

12. Media skills development 

a. Related to total curriculum 

b. Innovative techniques or approaches 

c. Teacher/media specialist team approach 

13. Listening centers 

a. Emphasis oh curriculum 

b. Hulti -media approach 

c. Originality 

d. Large groups, small groups, and independent study capability 

e. Self-direction of students 

f. Open, flexible scheduling 

14. Keying resources to Instructional unit, Criterion-Referenced Tests, etc. 

a. Development process 

b. Innovative approaches 



EKLC 
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15. 



Production 



a. Related to carricalum and student rriterests 

b. teacher and student design arid production of materials 
c; in-service training for production 

d. Variety of production 

e. Facilities adequate, supplies furnished, equipment In good repair 

16. Services to special populations (gifted, slow learners, physically handicapped, culturally 
different, "nonusers," etc.) 

a . Strategl es , mater 1 al s 

b. Tutorial programs 

c. Guides, bibliographies and other resources 

d. Success rate 

e. Adaptation for acccnmodatlon 

17. Use of Instructional Television 

a. Guides and manuals 

b. Videotaped and off -air viewing 

c. Use in media center and/or classroom 

d. integration in the instructional process 

18. System level media services/resources 

a. Variety of services/resources 

b. Cooperation/flexibility 

c. Special benefits of services 

d. Accessibility 

19. Use of microcomputers 

a. Hedi^ n^nagecTsnt functions 

b. Special benefits of SQrv^':e;, special applications 

c. Integration in the instructional process 

20. Special promotions/pabliclty 

a; innovative approaches 
b; Target audience 
c. Evidence of success 

21. School -conmunity relations and resource persons 

a. Involvement of media program 

b. Innovative approaches 



22. Staff development for media specialists 



a. System level implementation 

b. Credit units offere^ 

c. Format (sessions, independent projects, etc.) 

d. Topics addressed 



D 8-3 




HedU prdgran evaluation and needs assessment 

a. Evaluatibn/assesaient J nstrument 

b. Program areas assessed 

c. Improvements evidenced 



Other (a special category for use if the other twenty-U.ree are not sufficient in defining 
outstanding con|X)nent) 

Source: Qiitnt^inQ Hedia ecn^ents . Division of Instructional Media Services, Office of 
Instructional Services, Georgia Department of Education, 1986. 
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butstahdlhg Media Prograii coo^bnents That vork 
Application Forn . 



eonponrntU) for jwlitcfi systea nas component for^ich school media center 
previously listed (numbers) is being recommended 



svat M. - Superintendent 

Nape of _ Scteol principal 

^hool KddrM s - System Media Contact Person 



Phon e S chool Grades Media specialist 

Number of student s Date. 

Niffld^er of Teachers in school 



The above-re^tru^^l jUgnatur^ of this application and a 

coimiitment tp rec^^ive appropriately scheduled visitors who may i^ish to learn 
from your out«ta?>ding media coeq^ent. 

Media Center Description (age of facility, location in school, size and 
variety of collection, equipment, furnishings, etc.): 



Component description and reasoning in support of Media center inclusion in 
statewide listing: 
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INSTRUGTIONAL RESOURCES SURVEY 



The Instructio^^^^ Survey is conducted biennially in the spring. Much of the requested 

information renains the s^ from one survey to the next and can be accumulated in anticipation of a 
survey date. Changes in items occur as new technology dictates. 

The survey process inclu(tes steps. The Division of Instructional Hedia Services (OIHS) 

mails machine reatiWjle response forms (one for each school arid a systen form) to system media 
contact persons (SM^s), School forms are cdnpleted and returned to the system media contact 
person. The SH^ conpletes the system form. All forms are then returned to the Division of 
Instructional Hedia Services for analysis. Computer reports, derived from the school response 
forms, provide system and statewide toUls, 

Infonration [s rallected in the areas of personnel (including certification), materials, equipment 
and television utilization/reception, Hany systems cxnpile this information for their »«n records 
on a yearly basis iPor inventory purposes and find conpletion of the survey an easy task. 



SURVEY SCHFDULE 

^id-April - survey mailed to systems for conpletibn 
Nid-May - submission of school forms to System Media Contact Person 
tate May - submission of system and school response forms to DIMS 
August/Septeniier - conputer reports returned to system 



I R SURVEY IWSTRUCTIOHS FCR SGAHTRQH SHEET 

1, Be sure to follow all directions exactly and submit only original forms. Copies are not 
acceptable. 

2. Corplete i tens by writing nurrt>ers within appr^ri ate space at top of colunns. Darken 
corresponding numbers using dark marks with #2 pencil only. 

Example: 



_ LEA C aO- E SC H OO L CODE 



3 


6^ 




4 


— 1 


0 


7 


[0] 


[0] 


[0] 


[0] 


CO] 


[01 


[03 


[1] 


[1] 


[1] 


[1] 


[1] 


[13 


[13 


[2] 


[2] 


[2] 


[2] 


[2] 


[23 


[23 


[3J 


[3] 


[3] 


[3] 


[33 


[33 


[33 


[4] 


[4] 


[4] 


[4] 


[43 


[43 


[43 



3- Erase cleanly to change responses, 

4, Maice no stray marks, DO NOT ^OLD-FQ^tS^. 

5, DOE DATES: May to SMCP; May , completed forms submitted to DIMS, 

6, Cwitact your System Media Contact Person if ycxj have questions about your responses or the 
manner in which you are to complete the form, 

D ib-1 - 



76 



O 



o — 

-I- 

O ^ 

O — 

m — 



UJ 

P 

n 

0 
< 



MM 


•CHOOCCODt 


iNNOLLMENt 


























'=0=' 


c(p 




'=tP 




















c2'^ 








■=2= 








C33 
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PRINT FORIIATL_ riaiOffOflMJ^>RM«r 



^3^ 



C03 
C23 

^3^ 



Hi OHgSt MgD IA CCRTIFICAnON: {» OF EACH) 



T-4 or T-5-(ASS0atlB, SPEC./20 QTR. HRS.) 
MS4 (MEDIA SPECIAUST) 
W (MEDIA SPECJALIST) 
T-5 (CARffiR LjBRARY MEDIA SPECIALIST) 
MS-5(MEDIA5PECIAtlST) 
S-^ (MEDIA SPECIALIST) 
^5:6 ((CAREER LIBRARY MEDIA SPECIALIST) 
MS-6 (MEDIA SPECIAUST) 

(MEDIA SPECIALIST) 
S-7XMEDIASPECIAUS1^ 
DL-5 (DIRECTOR OF MEDIA SERVICES) 
OL-6 (dlRECTOR OF jMEOlA SERVICES) 
PL-5 (diRECTQB OF LIBRARIES) 
DL-6-(0IBECT0a OF tlBRARlES) 
L-5 (DIRECTOR OF MEDIA SERVICES) 
L^S (DIRprrOR OF MEDIA SERVICES) 
L-7 (DIRECTOR OF MEDIA SERVICES) 





^05 


^05 




■=1 = 




C.2P 
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c45 
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eg:. 
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o 
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mO.KCTORS 



0:^ 

c2a 
33 
c4a 

■=55 

tfla 

c9a^ 



^0= 
cla 
c2a 

c4a 

85 
^95l 



12 



i 



17 




El 3 


eg a 
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=4= 


C-j 3 
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CI a 








^15 
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^35 


^45 
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c4a 


c^a 


cga 




C4a 


^15 


C2a 
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C4a 


CI a 
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C4a 


c^a 


C23 
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C4a 


c^a 
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C4a 




■=2 5 


^3? 


C4a 


CI a 


C2a 


■=3^ 


C4a 


CI a 


C2a 






c-j a 


c2a 




C4a 


CI a 


C2a 




C4a 


CI a 


C2a 


^35 


C4a 


c^a 


C2a 


■=3=^ 


C4a 
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OF 

MICBOEORH 

ITEMS 
(FILM a 

FICHE) 



^05 
c^a 

^23 
"=3 a 

c4a 
■=5 = 
^3 
c7a 

■=9 = 



^0= 

■=1= 

c2a 
c3a 
C4a 

■=5 = 

?7? 
■=8 = 
cga 



■=1= 

c2a 
c3a 
c4a 
■=5 = 

c7a 

^ = 
cga 



RECQHb a PLAYBACK 

U inch' 



CAMBTTB 



c1a 
cZa 
c33 

c4a 

•=5:^ 
c6a 
c7a 
c8a 
«:9=i 



cla 
cZa 
c3a 
c4a 
c5a 
t:6:^ 
C73 
c8a 
■=93 



jriOeSTAMLEQUIPMENT (VTR-8) 



PLAYBACK ONLY 



VHNeHMFFA 

CAsan rg 



cQa 
cla 
c2a 
c3a 
c4a 

c55 
■=6:^ 
c7a 
c8a 
cga 



cOa 
cla 
c2a 
c3a 
c4a 

c55 
6:^ 

c7a 
8a 
9a 



V4 INCH VMS 

cxBsrrni 



cQa 
cla 

c2a 

c3= 
c4a 

c55 

cga 

c73 

cBa 
c9a 
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c3a 
c4a 

c6 = 
c7a 

cB5 

_a 



H OR 1 1NCH 
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C0a 

cla 
c2a 

c3:^ 
c4a 

c5= 
cga 

c7:^ 
85 
caa^ 
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c2a 

c3:^ 
c4a 

c7a 
85 
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0:^ 
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3a 
c4a 
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63 
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8 a 



:0a 

1^ 
35 
45 

5= 
63 

c7a 

85 



'-^^INgHfETA HmCHWa SICSRI INCH 
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cQa 
cla 
c2a 

c35 
c4a 

C5= 
c6^ 
c75 
c8:^ 
^9=] 



rO = 
c1a 
c2a 
c35 
c4a 

C53 
c6:^ 
c75 
cga 



• MAKE HEAVY DARK MARKS 

• EXAMPtE:--*- 

• ERASE CLEANLY TO CHANGE 
r n Y/- NO StRAY MARKS 
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33 
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EXPLANATION OF SCANTRON FORM CATEGORIES 



Write and aarlc t[« 4-^i git code assigned to your schodi. Write ahd marie the 3^i§it LEA 
code assign^ may be found in the GeQr^ia Piibiic 

Education Directory , ipfr^ite and marie current school year enrol Iment for your school. 

3, Hedia Center -- a facil^^^^^ which houses instructional materials and 
equipment and from which utilization services are provided. 

4. Each professioral person who works i n your school mHia center shoul d 1>b counted i n only one 
of these categories. Include each professional for schools which enploy two or more media 
specialists. 



5. Each clerical aide who works in the Media Center. 

6. DaU gathered Jn this question should provide accurate ihformatibh as to total nurriber 
holding each type of cert m Indicate only HIGHEST level of ih-field certification for 
each media professional enpjoyed. For those persons without media certifi cation^ indicate 
highest certificatibn they hold in another field or the absence of any certificate. Space 
is provided for yoa to enter other certification information on side two of the form* tx>ttom 
of page, , Indicate provisional certificates if applicable. Total should be equal to that 
given in question 4. Refer to Teacher Certification in Georgia for additional certification 
information. 

7-16. These quest ions addres composed of materials in your school that are 

managed* processed* or inventoried by the m&did center. 

7. Periodical an item that is published ph a regular schedule: for example - magazines, 
journals, newspapers. Include both subscription arid gift. 

a. print: paper^vered issue received weekly/mbhthlyAquarterly. 

b. microform: either microfiche or microfilm - use requires special projection machine. 

9. Nonprint items - jasunt each unit which would be cataloged as a separate entity in ^r Sedia 
center, f^or exaiple - f^imstrips, videotape programs, records, kits. DO NOT COUNT PART OF 
A SET SEPARATELY. 

lb. Count shoujd of e reel or fiche. Microform - any material, film, 

or p^r oxitaining microimages which are units of information, such as a page of text or 
drawing too small to be read without magnification. 

11-22, Inclu* all equipment and materials used in t\\e instructional process that are managed, 
processed, or inventoried by the media center at the building level. 



_c*?r*s - t<J J*^<Aord live activities fpr instructiqnal purposes in the 

instructional program. COUNT ONLY THOSE CAMERAS USED IN INSTRUCTIONAL ACTIVITIES. (DO NOT 
INCLUDE TMISE IN QUESTION 17.) 

14. DO NOT COUNT VIDEOTAPES CATALOGED AS PART OF Tl^ PERMANENT COLLECTION: INCLUDE THEM IN 
TOTAL OF ^STION 9 (NONPRINT HEMS.) The videotapes listed here should be those available 
for live production or recording during broadcast time or duplication from a central dubbing 
service. 
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15-16. Television sets - any unit available for stodent viewing: 



17. yif^tape recordAplayback units can play a videotai:^ AND ALSO record a program as it is 
broadcast. Videotape playback only units can play back pre-recorded videotapes but CAWiOT 
record a program that is being broadcast, (types of recording fonrat: 1) 1/2^1" reel to 
reel - using exposed separate reels of tape. Tape must be threaded through a transport 
nechanisifi and attached to the take-up reel. 2) 1/2-3/4" cassette - using enclosed tape 
reels. Tape is not handled manually. After the cassette is inserted into loading gate, the 
tape automatically threads itself through the transport mechanism.) 

19. Conputer terminals are tied to a large mainframe canputer, often at a point quite distant 
f ran the terminal. Thi^ require time-sharing controlled envirottnents and other special 
conditions. 

20. Micrbconputers are small and caiipact. They have dii,k or cassette auxiliary storage 
capability. Do not include hand-held calculators. List others at bottom of page. 

21. The media category refers to use in media management; classn::>om refers tc instructional use; 
administration refers to any administrative management uses outside the media center. 



22. Utilization equipment - any hardware necessary to use medif. materials. 
Production equipment - hardware to produce locally prepared learning material. 

23. Check yes or no. 

24. Enter the totals from your school under the ajpropr'^te grades, include information for 
special ecfijcation and grades K-12 only in the spaces provided. 

25. Please check appropriate category defined below. 

a. MATV (Haster Antenna Television) - One or more outside antennas mounted on a comnoh 
antenna support structure for off-the^ir reception of television signals. These 

t^n&ls may be processed and distributed electronically to instructional areas of the 
sc^l0o1 . 

b. CATV iConmunity Antenna Television) - A ccmmerciajjy operated cable system that delivers 
television signals by cable to schools and homes in a coimunity. These signals may be 
processed and distributed electronically to instructional areas of the school. 

c. dCTV (Closed Circuit telew[sionj - A system to distribute television prdgrawts, either 
live in the school or pre-recorded, that is fed into a television channel only to 
persons that have access to the electronic distribution system in a school. 

d. Separate Antenna Installations - One or more antenna installations located so that each 
antenna serves one or two television sets. These antennas are hot interconnected. 

e. Rabbit Ears and UHF Loop Antennas - These antennas are the indoor type. Useful only in 
high signal level areas. 

26. Please che^x qtiality of television reception. 
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REGIONAL EDUCATION SERVICE AGENCIES (RESA) 



In 1972, Senate Bill 538 made it possible for each school system in the State to become a 
participating member of one of the Regional Educational Service Agencies (RESAs). These agencies 
are guided by Boards of Control » composed of local school board members and superintendents » who are 
designated by each merr^r~system*s board of education. 

The Board of Control has the sane responsibility for the operation of each agency as a local board 
of education has for the operation of a local school system. Areas of service^ as well as the 
volume of service, are determined by the local RESA Board of Control. Programs may include such 
activities as purchasing or repairing equipment, providing consultative assistance to both 
generalists and content specialists, aiding personnel in participating systems in designing, 
implementing or expanding educational programs related to the improvement of instruction. 

Funding for RESA operations is derived from the following sources: _(l)_annual grants from the State 
Board of Education for basic operating expenses; (2) additional funds allocated on the basis of 

need which reflects enrollment of each menter system and the nurrber of jn«*er systems; (3) 

three-year grants for single demonstration projects. All of the financing is based on contracts to 
supply service programs to member systems and these may be derived from local, state, federal or 
private sources. 



GEORGIA MIGRANT EDUCATION AGENCIES 



To meet the special educational needs of migrant children. Congress created the Migrant Education 
Program in 1966 through Public Law 97-35^ The program provides services that help educate migrant 
children and foster their well being. This may include supplemer^^ry basic skills instruction 
according to need and supportive services which enable the childr o benefit from the educational 
program. Other special needs are met as they are identified. The tJ^S^ Department of Education 
allocates funds to each state based on it^s identified migrant student population. Each state 
department of education determines the best way to deliver services to eligible migrant children 
from birth to age twenty-one. The states work together to assure continuity, coordination, and 
consistency in the education of these children. 

In Georgia, there are the four migrant agencies located in Thomson, Tif ton, Gainesville and 
Nashville. Media centers are housed at the Gainesville and Nashvi lie sites. These materials are 
available to classrooms which have migrant children and may be requested through the migrant staff 
person at the school. For more information contact: 

Migrant Education 

Georgia Department of Education 

1962 Twin Towers East 

Atlanta 30334 

(404) 656-4995 
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GEORGIA LEARNING RESOURCES SYSTEM 
AND CHILD SERVE 



The Georgia Lrarnir^a Resources System (GLRS) is a Uacher support system for special educators and 
other professiooaVr work with exceptional children. GtRS is part of a nationwide netwrJc of 
Special Education .^rning Resoirce Centers. Within Georgia there are 17 GLRS centers coordinated 
by the Program for Exceptional Children of the Georgia Di^rtment of Education. They are located in 
Albany, ^itlanta, Augusta, Cleveland, Columbus, Dublin, Sllijay, Grantville, Griffin. Hacon 
Savannah, Scottdale, Rome, Valdosta, Vidalia, Waycross, and winterville. Each center serves 
approximately ten to thirty surrounding counties, enabling individuals to reach a center without 
traveling more than about 60 miles. 



GLRS provides the following services: 



- an instructional materials center where educators can 
preview and borrow materials; 



- in-service training; 

- a videotai^ col lecticMi of outstanding special e^catibn 
workshops which have been conducted throughout Georgia; 



- and an information interchange network. 

The dii Id Serve networic, a part of the seventeen GLRS centers. Identifies and provides appropriate 
educaLional help to handicapped persons up to age 21. The four basic functions of Child Serve are: 

- identificatic»h of handicapped children; 

- prbvislbh of materials to meet needs specified in 
individual zed educational programs; 

- referral of handicapped children to appropriate 

ccmnunity agencies and resources; 

- staff development. 



ftore ihfonnatibn and a copy of the brochure, "Exceptional Children in the Media Center" 
obtained from: • 

GLRS and Child Serve 
Georgia Department of Education 
1970 Twin Trovers East 
Atlanta^ u ./rgla 30334 
(404) 656-2425 
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GEORGIA LIBRARY INFORMATION NETWORK (GLIN) 

r 



GLIN was fcwit^ted in 1966 under Title III of the Library Servoes and Const ract ion Act (LSCA). it is 
funded by both state and federal nmies and is adiiinistered by the Division of Public Library 
Services (DPLS) of the Georgia Def>artineht of Education. There is no cost to nenbers either for 
joining the iwtHork or for using its services. Parti ci|>atidh in the Network has grown from the 
original 70 libraries to now include 230 public, academic and special libraries. 

the goals of GLIN are: 

1. to provide quick access to infomiitioh bvfi?r the state in various libraries; 

2. Tc promote interlibrary loan cooperation through a central locator source; 

3. to crordiiwte efforts to provide infomation from various areas of the state and types of 
libraries to better serve the users of all libraries; 

4. to designate resource center libraries throughout the state in order to better utilize these 
sources, and to give them additional collection-development funds for the services rendered 
to borrowing libraries am iStitutlohs; 

5. to establish workable methods and guidelines to facilitate camunication «nong libraries 
throughout the state; 

6. To i>rGK^ide a nucleus of s^ inlerlibrai^ cooperation for all types of libraries and on 
which may be built additional bboperative plans. 

tte Division of Pi*lic Library Services collection in Mlante contains more than 135,666 volumes, 
850 periodicals^ 10,000 rolls of microfilm (periodicals and census rerards) , and 275,666 microfiche 
of goveritiient dscijinehts^ in addition to numerous bibliographic sources. GLIN requests are filled 
fron this collection when possible. If requests cannot be filled from this collection, the DPLS 
provides information about institutions owning those materials. 

Requests from school meo^a sp^ should be channeled through the loral public library. 

Requests that are not urgent should be handled by mail. For additional information abo»jt GLIN, 
cxHitact the regional library serving your area. 
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GiJRRIGULUM MATERIALS LIST 



As media specialists plan wUh clMsrbotr ieachers fdi^ the integration of nedia skills instruction or 
as they icferitify material to include in the school professionaj collectioji, it may be useful to 
secure state--<feyelbped curriculiiit guides. These guides m^ ^ also be used In conjunction with local 
guides. The fol lowing curriculurn p^^ are availc to all public schools at cost. I^iper 

cbpiQS range from $3.00 to $14.00j, microfiche copies cost $3.00 each. To obtain further purchase 
information^ contact the Division of Curriculum Services. 



BASIC CURRICULUH CONTENT FOR GEORGIA'S PUBLIC SCHOOLS, 1985 
COHPREHENSION IN im READING PROSRA«i_1984 
CURRICULUH PLANNING IN SECONDARY PHYSICAL EDUCATION, 1981 
HEALTH EDUCATION FOR GEORGIA HIDDLE GRADES ^ 1982 _ 
HEALTH EDUCTT ION FOR GEORGIA SE SCHOOLS, 1983 

INSTRUCIIONAL LEADERSHIP - (A Han<ft>ook for the Georgia Curriculum ui rector), \9M 
LANGUAGE ARTS GUIDE (K-B) , 1^ 

LITERATL«RE_GyiPE 19-12) ,1^4 

HATHEMATICS FOR GEORGIA HIDPLE GRADES^ 1983 

MAJHERATICS FOR GEORGIA. SECONDARY SCHOOLS .1981 

HIDDLE GRADES PHYSICAL EDUCATION (5-8) , 1983 

HUSIC FOR ELEHENTARY SCHOOLSi 1982 

MUSIC FOR RIDDLE GRADES, 1982 

SCIENCE GUIDE FOR SECONDARY SCHOOLS, 1984 _ 

SCIENCE FOR GEORGIA ELBIENTARY SCHOOLS (K-5) , 1985 

SOCIAL STUDIES FOR GEORGIA SCHOOLS SECONDARY PROGRAM, 1983 

TEACHING MIDDLE GRADES SCIENCT 1982 

TRAFFIC SAFETY FOR GEORGIA SC 1982 

VISUAL ARTS EDUCATION GUIDEl ^ JK-l 2) , 1982 

WORD RECOGNITION SKILLS INSl (Reprinted 1986) 



AVAIIA^/LE IN MICROFICHE 

ENVIRONMENTAL EDUCATION ACTIVITY KARUAL, 19 76 

ESSENTIAL SKILLS FOR GEORGIA SCH(X)LS (R-12)i 1980 

FOREIGN LANGUAGE CURRICULUM GUIDE (K-12)^ 1981 

FRAMEWORK FOR MASS COMMUNICATI(»JS IN THE COMMUNICATIVE ARTS, 1977 

GEORGIA KINDERGARTEN ASSESSMENT OF COMMUNICATIVE ARTS AND NUMBER UNDEt^STANDING, 1981 

KINDERGARTEN IN GEORGIA, 1979 

LANGUAGE ARTS GUIDE (9-12), 1984 

MOTIVATIONAL STSV^TEGIES FOR TEACHING LANGUAGE ARTS (A Resource K- 12) , 1982 
PERSONALIZING EDUCATION FOR CHILDREN [A Handbook for Early Childhood Education (K-4)], 1982 
SOCIAL STUDIES FOR GEORGIA SCHOOLS EARLY CHILDHOOD AND MIDDLE GRADES, 1983 
SUPPLEMENTAL ACTIVITIES FOR MATHEMATICS INSTRUCTION (A Resource K-12), 1982 

Revised July 9, 1986 
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MEDIA CENTER REQUIREMENTS 



The media center IS divided into areas acciDrding to functions While all areas need not be 
separated by walls, the functional areas should be distinct arid those areas where interaction most 
frequently occurs placed near to one another. Planners should carefully analyze the work and 
traffic fjow of all media program activities to ensure specif icatibri of the best possible functional 
relationships. In sane sj^^^ to cortibirie similar furictions for more effective 

use of space and equipment, l^^^^^ footage requirements are determined by ADA, note 

that an adequate media program may necessitate more than minimum requiremerits. 

The media center must include the space to accomrodate the fuhct ions and subfunctiohs described 
below, regardless of The fufv^^ nwst be included withiri the minimum required total area 

|see Hi n imam Square FooU but relationships between, and space allocated to, each 

function are to be determined by the system planning groups. 

FUfeeTTOWb AREA REQUIRFI^gWTS 

CirojlaUon, display in which me^^ in and out and special mec^a are displayed. This 

area should be near the media center entrance and exit. 

Reading, browsing, listening, viewing and studying in which students and teachers use media 
individually or in small grixips. 

Conference in which groups use media without disturbing or being disturbed. 

tollectibn which contains shelving to house the media center's instructional resources and the 
space needed by users. The specific requirements for shelving of the instructional resources follow. 

1. Shelving scaled to the size and age of the users must: 



a. acconfnodate 15 print and nonprint items per ADA; 

b. be estimated on the basis of eight items per linear Foot; 



c. be placed on the '^erimeter or in stack eas if over 42 inches in height; 

d. not exceed 42 inches in height in IC-4 media centers; 

e. .tot exceed 66 inches in height in upper elementary and n>ddie schools; 

f . not exceed 84 inches in height in high schools; 

g. be no more than three feet long between supports; 

h. allow a mininr^ini of four feet between rows of shelves; 

i. allow a mjnimum of five feet between rows of shelves and furniture involving seating 
or traffic. 

2, Access aisles allow unobstructed flow of traffic. 

Production provides students and teachers with space, materials and equipment for creation of 
instructional materials (may include a darkroom). 
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tlKtrm^ distrltiifjM Iricliilks •qiiipicitt MOi prwIdK a variety i,i ™i,iji.i„ 

cm rtai« teLe-ist™ ana radio ii^ainnd tfaSiSllil^ ?i™u to m^^filSJ!" f?""^ 

l^il^ is used by suff for orderirij. procssin,. orsanUlns and iS.i„to^yi„s tte modia center 
sicrage ar^a after use elseMtwre iTt^T^SvJv S «J"P^"* can be taken and returned to the 
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Mmimum Square Footage Requirements 



the minimoin reqaved squ listed in the following chart; this square footekge 

daily attendance (ADA) representing the rnihimum includes the total n)i<!]ia center area, 

space within which the given ADA can function, is 



Minimum Minimam Mjniijitim 
ADA Square ADA Squart ADA Square 
Fdoutgc Foolagc Footage 



0^256 


1900 


100M025 


4425 


1751-1755 


6675 


251 275 


1995 


1026-1050 


4500 


1776^1800 


6750 












£QOC 


out 




107*5- nrm 






WW 






i iUA- i i^u 




IQCl 1U7C 




351-375 


■ 2375 




^«yu 


1fl7A:1Q0n 




376-400 






•♦O/D 


lOni 1Q9^ 






9(%5 


1 1 7A: 1 90n 




ia9£:io^ 












iQSJI 1Q7<* 




451.475 




199A_19'?0 


OiUU 


iQ7A:9nnn 

i7/0-4UUU 




47Vv500 












501-525 


2925 


125M275 


5175 


2001-2025 


7425 


526-550 




1276-1300 


5250 


2026-2050 


7500 


551-575 


3075 


130M325 


5325 


2051-2073 


7575 


576-600 


3150 


1326-1350 


5400 


2076-2100 


7650 


601«!5 • 


3225 


1351-1375 


5475 


2101-212S 


7725 


626-650 


3300 


1376-1400 


5550 


2126-2150 


7800 


65i-675 


3375 


1401-1425 


5625 


2151-2175 


7875 


676-700 


3450 


1426-1450 


5700 


2176-2200 


7950 


701-725 


3525 


1451-1475 


5775 


2201-2225 


8025 


726-750 




1476-1500 


5850 


2226-2250 


8100 


751-775 


367S 


1501-1525 


5925 


2251 2275 


8175 


776-800 


3750 


1526-1550 


6000 


2276^2300 


8250 


801-825 


3825 


1551-1575 


6075 


2301-2325 


8325 


826-850 


3900 


1576-1600 


6150 


2326-2350 


8400 


851-875 


3975 


1601-1625 


6225 


2351-2375 


8475 


876-900 


4050 


1626-1650 


6300 


2376-2400 


8550 


901-925 


4125 


1651-1675 


6375 


2401-2425 


8625 


926-9ii0 


4200 


1676-1700 


6450 


2426-2450 


8700 


951-975 


4275 


1701-1725 


6525 


2451-2475 


8775 


976-1000 


4350 


1726-1750 


d600 


2475-2500 


8850 



Schoob over 2500 ADA should add 75 squai^ feet per 25 students beyond the 8850 footag€? fi^e. 

Source: A toide for Planning and Con of PubHc School-FacUities in G ebrqia.-Hedia Center 

FacHit'ies Georgia bepartnent of Education. Revised 1982 
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PLANNING FOR ELECTRONIC DISTRIBUTION 



Tte use of video materrals. is nbst effectively and efficiently acconplished in a ichoot that has a 
properly designed and installed electronic distribution system. 

1. An electronic distribution system is cor«posed of two major parts: 

1. The Head^ : This i s ^a grouping of active anc. inactive devices that are used to process 
radio frequehcy^televisio^ ^ be converted from one chanSl to 

another, some signals nay _be deleted, other (closed-circuit) signals may be added, but 
all signals must be amplified enough to feed the distribution system. The signal source 
IS ^an integral part of the head-end and is not generally considered as part of the 
distribution system. *^ 

^' thp'^f ? ? coaxial cable, splitters, tap^ffs. and outlets that deliver 

iSctfJp 11'-' H -'L*" .V'- the instructional areas. These ccnponents are 

inactive devices and inherently .^present a loss of signal. 

II. Suggestions for installation of electronic distribution systems: 

1. The headend shoild be placed in the school's medi^ center where it can be easily 
accessible for maintenance. easily 

^' o^Lf "'"h °- -^^ electronic distribution system should be protected to discourage 
vandals and minimize other sources of damage. "vjiaye 



on 

so 



^' It "^"^'^"itjf, required in new ftcili ties and renovations, but any cable runs 
the outsjde^of a building should definitely be protected by conduit. Conduit is al 
recaimended for wiring inside existing builder- 

^'Li'^'^^'^ placed in every area that could 

conceivably be used as an instructional .cause additions to a system are more 

expensive oh a per outlet basis. 

III. Exanples of signal sources: 

"asterjttitehna Television (HATV) - One or more antenna, usually mounted on a cortnon .nast. 
are used to receive broadcasts from television stations. 

2- CoftWUftit^ ^hna Television (CftTV) - Frequently referred to as "Cable TV", this is a 
television reception and distribution system that serves largt areas. Schools homes 
hotels, and businesses receive signals from these conpanits. which are'usuallC 
commercially operated. u^uaiiy 

Electronic djstributJon a^ ^TV systems are not limited to television. They are also 
capable of distributing A.M. and/or F.H. radio, voice, music, and data. 

3. GTosed-G^t TeJevision (CCTV) -A videotape record/playback achine c^n be used to 
provide a television signal when set for either Channel 3 or channel 4. This arrangement 
permits a closed-circuit distribution of pre-recorded. ITV. and/or comnerciai programning 
to^ bemused at the same time that othc^r channels are distributing programs received by 
outside signal sources. ' 
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NATIONAL PROFESSIONAL MEDIA ORGANIZATIONS 



Amerteatv4.i brarv Assd ciatibn (ALA) 

01*st and Jargest national library organization in the world was founded in 1876. This association 
spans^all types^c^ l,brar,es:^^^^s^^^^ ^c^c, and special. Enphasis is piaci oS 

exce Uv,ce^ of J ibrary and information services in the areas of education, research, cultural 
' pranotes access to infonnation, library 

legis ation, intellectual freedom, and public awareness of library services, it serves as in 
u*rella o^anization for more than eighty 1 ibrary-re.ated group-, ie.g., AASL and GLA). Publishes 
American^^^r»e&. Address: 50 East Huron Street, Chicago, II 60511. 



American A5soeiat,4Qn^f^tool Librarians (AASt) 

This organization promotes inprovement and extension of library media services in elementary and 
secondary schools as a means of strengthening the educational program. This ALA DivTs ion also 
strives to stimulate professional growth and inprov«nent in the status of school librarians and is 
thelchSl^pi^r^^ evaluation, selection, and utilization of media as it is used in the context of 

Sh^-'r^-'°" ^^}'^ Hedia Programs: DUtrfe^^H .rhn»l an evaluation tool for 

school media programs and services. School Library Medi^^rter^v is the official publication of 



Associat4o n ^f br Libra ry Servic e to ch ildren (ALSC) 

The Association- for Library Service to Children, a Division of ALA, is interested in the inprovement 
and^extension of library services to children in sll types of libraries. ALSC menfcers are^involved 
in the evaluation _and recfmr^r.:jation of book .^nd nonbook library materials for. and the inprovecnent 
of techniques of library serv.c- to. children preschool through junior high school 



younq^AduH^Services Divisicwi (YASD) 

IIl!«f^V?r^'^^r advocate, prdnbte, and strengthen library service to 
young adu ts. Cam,>nees select from the year' ; publications those adult and teenage ^ks 
nJ';"hI u!^ for^younaadults and annotate the selected titles for publication in annual lists. Ivc 
of the Hews is the official quarterly publication of the Division. 

Scjrc*: ftL A^<andfe3k of Organization . American Library Association, 1984. 
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AssceUtl o B-feF-Edu catibhal Gemnuhi cat ions and Technology (AECTJ 

A natioml ^aswciatioji of in^ sabicribirs dedicated to the inprbverorit of instructfSn 

through technology, AECT meiAiers Will be found in a variety of job settings such .s libraries, 
school systems, colleges, universitiesi hospitals, the^Anned Forces, businesses, museuns, and 
government. They all share a ctmon concern for improving instruction through the use of 
technology. Publications include Hunan Resour ces 6i rectory and TechTrends . Address: 1126 .^eenth 
Street. N.W. , Washington* D.C. 20036. Phone (202)466-4780. 



DlvUian^^^eheel Hedia Special ists (QSHS) 



A division of AECT. this *.ion's purpose is to promote and iitprbve conmunication among school 
media personnel Mho share - ..v,n concern fc- the development, iiiplemeritation, and evaluation of 
school F.rograms It als .r -w^s access to information on how school media programs can be 
deve oped around the funC, o,,, .dressed in national standards. Schooj^^rtm«Mte«xirri>.: and DSNS 
Newsletter are .the off icial j; . .cations of this division. 



Pivisiofr^ f T e l e cain iunications iDOT) 

This divisic^ oF^ AECT. is ^concerned wi th telewision, radio, and other electronical ly-inediated 
instruction fonnats. Emphasis is placed on systems design, production and utilization of these 
^dla.^ Division activities center around the wrk of eight conmittees: Distribution New 
Technology, Educational Broadcasting, Production. Membership, Professional Development 
Conmunications. and Nominating. The DOT newsletter is published quarterly and features 
teleconminicatioh activities and information for DOT (renters. 

^rcs: HtHian^sources Directory. Association for Educational Conmunications and Technology, 1983. 
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STATE PROFESSIONAL MEDIA ORGANIZATIONS 



Georgia Association fop-tftStnictiofWhl T e chnol ogy (GAIT) 

The Grorgia _ AssTCiatibh for IhstrUctidnal Technology (GAIT) is the state affiliate of the 
Association for Educational Corinuni cations and Technolbgy (AECT) . The purpd^;^ of GAIT to inprowe 
ihstructioh through the systeiiatic develbpnent, utilizatibh, rind manaqa^irnt cf learning resources 
which includes people, processes, and techrKdlbgy. GAIT nient>ers i^'^vsmu^ri ^f^^:d1a practitioners from a 
diversified group of vocations. The Association publishes GAlTwav^our^^ V > and sponsors two annual 
meetings^ generally held in the fall around October and the winter around 'February, 



Gebrq4a-L4brarv-Associat4oft (GLA) 

The_G»rgi a Library Association is a statewide brgahizatioh fx}r librarians whb work in school, 
public^ academic, arid special libraries. It is a state uriit bf the^ricari Library Association. 
The_ Assbciatiori publishes a quarterly journal , Th e G e b r4rta^-t4brai^ian . and sjxjnsdrs a biennial 
cbrifererice as well as ntinerbus workshops arid saniriars presenter^ iri various sectioris of the state. 
These meet i rigs feature topics bf iriterest tb librarians and focus bri concerns of those working in 
specific types of libraries. The School Library Media Division is a unit of GLA composed of school 
media specialists and has a section fbr school media coordinators. 



Georgia Library Media Department (GLMD) 

The Georgia Library Media Departinept (GLMp) of the Georgia Aisswciatibri of Educators (GAE) is 
affiliated with the National Educatipri Assbciatibn (NEA) . Since 1977, GLHD has alsb been affiliated 
with the American Asspciatidri of Schbbl Librarians (AASD^ a divisibri bf the rtwaricari Library 
Association (ALA). This brgariizatibri serves tb strerigtheri the ties betweeri media specialists and 
teachersat a professional level. GLHD provides bpporturiities for exchange bf ideas, information 
arid skills; distributes a newsletter^ a hahclbbok^ arid a membership directbry; promotes /'Media Day in 
Georgia," spbnsors the Georgia Student Media Festival, holds a mid-^f^inter Staff Development 
(inference arid a spririg meet i rig. 



Georgfa-Counci 1 for lied lar Organ i^zat ions (GaCOMO) 

The Georgia Council for Media Orgariizatibris (GaCOTO) is cpnpbsed of represeritatives from GAIT, GLA, 
GLMDi and the Georgia Association of Media Represeritatives. The purpbse bt the Council is to 
provide a forum for cooperation among Georgia media groups. It meets quarterly to plan joint 
conferences, discuss legislative concerns, and collect and share information. 
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PERTINENT ADDRESSES AND TELEPHONE NUMBERS 



Dfvisibh of Assessment^ Psychological Services 
and_ Private School Standards 
1858 Twin Towers East 
Atlanta. Georgia 30334 
Teacher Assessment - (404) (356-4016 



Southern Association of Colleges and Schools 
795 Peachtree Street, NE 
Atlanta, Georgia 30365 
(404) 897-6100 



Division of Curriculum Services 
1952 Twin Towers East 
Atlanta, Georgia 30334 
(404) 656-2412 



Division of Teacher Certification 
1452 Twin Towers East 
Atlanta, Georgia 30334 
(404) 656-2604 



Division of Instructional Media Services 
2054 Twin Towers East 
At 1 an tii Georgia 30334 
(404) 656-5945 



Georgia Accrediting Cdntnissibh 
Brewton Parker College 
Mount Vernon, Georgia 30445 



Division of F^ublic Library Services 
102 Education Annex 
156 Trinity Avenue 
Atlanta 9 Georgia 30303 
(404) 655-2461 



Library for the Blind 
1050 Murphy Avenue , 
Atlanta, Georgia 30303 
(404) 656-2465 



Division of Staff Development 
1858 Twin Towers East 
Atlanta, (aeorgia 30334 
Teacher Education - (404) 656-2431 
T€.;cher Recruitment - (404) 656-4339 



Standards arid Evaluation Division 
Public School Standards 
1754 Twin Towers East 
Atlanta » Georgia 30334 
(404) 656-2604 
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^er^UwprohibtiM dmcriminuiioo on the iMh^ofrace^coforor mtiotuadHgtn iTWe Vtofihe CmrngMii Act of l964h sex 
mtietK of she EducmmnaAmrmnenU of 1972 and TiiU 11 of the Carl D. Perkins Vocational Education Act of imt; or 
han^cap (Section 504 df the Rehabmtation Act of 1973) in educational pi^smmi or acHvitiei receiving federal ^najicia/ 

^mpi^wea, Btudenta v^ df^ ^heri^ pvpUc are herehy Mtmd that the Geonpai Department of Education does not 
mcnmmate in any cdiicaf^tt.. j^.ramt or activiti^ or in employment poUciew. 

The fM^kfit^ u^^iir^ ha}^ Ijeen detonated aa the employed respomible for coordinating the department's effort to 
implement thia nondiacrimiK^tory pcUcy. 

TOte W — J^Mi WaOma Jr., AHodate SupeHniindetti of State School and Public Ubranes 

Tide DC ^_Myrm To9bmrt, €oardasator 

SecnonS04— Cootmisaror of Specif Educat^^^ 

fnqu^concei^^^^^ of Title a,Titie W, TitietX or Section 504 to the ptdicimM and practices of the department 
m^Vbem^^^sedtothep^raorm mted above at the Geors^ Department of Education, Tiwi To%ven Eisi, A tlanUt 3m^; to the 

^f^^^!^^^"*^ Office for CivUms^ts, Education Department, Washington, 

D.C 20201, 



Olvlsior. of [ns^3:^tionat Media i 
bff[c^r of instructions^ ServicQ^ 
Georgia Depar^tierit of Education 
Ch^TSes Mc£lan:»| 
State Superintendant of Schooi« 




